SAM—SUBJECT INDEX

_A—
ABATEMENTS
CreditiNg.....cooeieieieeeee s
Journal Entry, Kinds of
Ledger Entry POStING........ccccorrireiniineneee e
ABSENCE REQUEST (Form STD. 634) .......cccovrvurunnne 8594-94.3
ACCIDENT
Ambulance Service, Responsibility for ..........c..ccccceue. 2581.2
Claim of Suit Against the State...........c.covvveeirniiccnnne 2461
First Aid, Institutions .
First Aid Kits.......ccooovvvvvnrreenn
Injury Reports, Responsibility for ..........ccccocooeiviiiinns 2581
Motor VERICIE ... 2430-2441
Recovery of Damages
from Third Party ........cccoevvvnnncienne 8776, 8777.1-78
Reimbursement for Damage..........cccooveveiinennienennenns 0757
Repairs to State-Owned Vehicles ...........cccovvviiennnnnn. 4115
Reporting, Supervisor’s Responsibility for.. ...2581.2
Reporting, Vehicle Accident ................... 244041
Third Party NegligencCe.........cooeevnnniiiisecnneine 8537
Transportation of Injured Person..........cccccoceeevirririnnne. 2581.2
WOrk COonNECted.........cccvrviriiciniiiiceec e 2580
ACCOUNTABLE FORMS, Disposal oOf ..........ccccceevrvnecenenenn 1750
ACCOUNTING
Allotment-EXpenditure...........cccocovveeerinncenininene 8300 et seq.
Audit Assessments
BaSiS OF ..o
Books of Original Entry ........c.ccceoeivinncicnniiiiines 7222
Cost Accounting, Maintenance of Structures................... 8792
General Outline of Procedures..................... ... 7200-50
INCOME.....ooiiiieirc s 8200 et seq
Information ASSELS .......cccceevvrieirinieciecae 5300 et seq.
Institutional StOreS.........cccurervrrnnirnreeeeie 10800-92
INVeStMENt SECUTTLIES. .......cccovriiieeiriciccce e 8770
Lump SUm Payments..........ccoeereirenninese e 8596
Miscellaneous Procedures .............ccccvevnnnee. 8299.1, 8700-95
Offset....cccciniiiiiiie
Allocation of Costs... .
PIOPEITY ...t
RECOTUS. ..ottt
Reports...
System of
Uniformity, Necessity for ... 7120
Withheld Payments, Accounting for..........c.c.cocecvvvevinnne. 8795
ACCOUNTS
Allotment-EXpenditure..........cccovveeinnicinnciceees
Approved DepoSItOries.........ccurrrieeiririeeirerieeeeeeienes
BanK .....coeiic
Centralized State Treasury System
Controller’s .....cocooeverieieenenenienn .
Controller’s, Adjustment t0 .........cccevvvreririnienieeicnenens
Federal FUNAS .........ccoovoiiiveinincccc e
General Ledger (See General Ledger Accounts) ............. 7605
Numbering of Accounts .
Outside State SYStEM.........coeirereiieseeeeee e
Payable ......c.oviiiiiic
Receivable...........cccceovneee. . 8776, 10407-13
Collection Procedures...........cccccvovrvrvccneenn 8776.5-76.7
Damage to State Property ..........cccooveeenenneieieninns 8776
Deferred ACCOUNES........ccovrvriieciriricicceeece e 10417
Discharge from Accountability...........cc.ccoceoeienne 8776.6
General Ledger.....c..ccoceevvennnne. ..8911, 1040711
RECOVEIY.....oiiiiiiiiciree e 8593-93.3
Recovery from Other Departments............cc.c...... 8776.8
Savings & Loan AssN. ................. ....19463
Service(s) to Employees.......... .11071-75
Subsidiary Revenue ACCOUNES .........cccccevevvrerinennns 8213
TICASUICT S . .veevvienrieiieeiee sttt 8900-32
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ACCRUALS
Abatements and Reimbursements................ 10407-16, 10602
Accounts Payable .............ccoeenee.
Change(s) in Method of Accrual
Interest Earnings.........cocoovovvveveerinennns 8290.2, 8290.3, 10605
Reporting Changes in Subsequent Events............c.cccceeeee. 7981
Reports to Controller’s Accounts...........oevvreennnne 7952, 10730
REVENUE.....coviiiiisisissss s 10409-16, 10602, 10610
TrUSE ACCOUNIS......oeeiiiererieicereesee e 19305
WOIKSNEELS ... 7953, 10740
Year-end........cccovoveerreririenererirsennnenenens 8380, 8860 10602-10
ACQUISITION (See also the specific item)
EASEMENTS.....c.iiieiicree e 1323.15
Expendable Property..........cccovveeinnneennneenseeene 8652

Information Technology & Services
(See PROCUREMENT, Information Technology)

Real Property ... 1323, 8705

Unbudgeted Equipment .

VENICIES ...
ADMINISTRATION

Reorganization/Organization ...........c.cccccecevnicininiieens 0101

Capitol Area Plan

Reorganization, Approval of ..o 0101, 606

Financial POIICIES. ... 7110

Fiscal Management, fOr .........ccccooviiviinieincieises 7300-80

ADMINISTRATIVE COSTS
Central Service Costs
Direct and INdireCt..........ccoeeiinneiiiiiicccee
Federal Programs, Recovery

of Costs Related t0.........cccovvveicieiicciiicie 8756.1
Interagency

ADVERTISING ......oooviiiiiieciectecee e
Fixed Completion Contract...
Help Wanted ..o
LIMItAtIONS. ...c.veviiviciecie et
Paid Advertisements in State Publications.
Public Works Contracts...........c..cccveuen.
Sale of Real PrOPerty ........ocoeeeeiiieieeninnieeeeeeee s 1323
Signs, ComMmMErcial........ccocevvereiviee e 1323.14

AGENCY ACCOUNTING AND
FISCAL PROCEDURES............coooviiiiiiiie 7110-7240

AGREEMENTS
INEEIAGENCY ...t
Information Security
Master Service Maint. & Rental ............ccccccveevienas 3532-3

AIRCRAFT
Federal USE TaX......ccoeveereiriiieesieneeie e
Pilot Qualifications.
Privately OWNed ..........ccoiveiiinniiiieccnccceree
RENTAL ..o

AIR TRAVEL (See TRAVEL)

ALCOHOL PURCHASES, TAX FREE
(See PURCHASES, ALCOHOL)

ALLOTMENT-EXPENDITURE ACCOUNTING

Allotment-Expenditure Ledger ..........cccovrnecvnnncencnn 8302
Allotments,
ACCOUNEING .. 8300-82
Capital Outlay ....8363
Personal SErVICeS ........ccovueerirnciiecsces 8341
Salaries and Wages .........ccceovrerrercninenieesicenens 8341.1

ALTERATIONS TO STATE BUILDINGS (See SPACE)
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AMBULANCE SERVICE (See ACCIDENT)

AMERICAN WITH DISABILITIES ACT ....ccccoviiiiiie 1321.18
ANNUAL REPORTS (See REPORTS)

APPEAL OF BUSINESS USE CERTIFICATION................... 1735
APPRAISALS (See REAL PROPERTY)

APPROPRIATIONS
AGVANCES 0. 8100-8111.2, 10418
Allotted....... ..8320
Budget ACt ....c.covvvveeiiicn ...8301.1
Budgets Not Specifically Authorized ...........ccccccveeneee. 8301.3
Capital Outlay ..........cccervrrvccnine .. 8362, 8422.21
Appropriations. .1460.1-60.3
CONLINUING. ...t 8382
Invoices, Payable from Reverted Funds ...... ...8422.7
Other Appropriation and Executive Orders . ...8301.2
Prior Year AdjuStMENtS ........cccoevirenininine e 10240
Reversion
Special Construction FUNAS ..........ccooeiverinerenne. 1460.4
Unclaimed Trust MONeys...........ccevvrvrneeenenens 18424.
ARCHITECT AND CONSTRUCTION,
STATE OFFICE OF ..o 1450
ARCHITECTURE
Asbestos Program.............ccccccevnne. .1322.12
Asset Planning and Enhancement...........ccccoovveiencinnne. 1310
DESIGN ..o . 1321, 1451, 1452.4
Revolving Fund.........cccoveiiinnniiincce 1321.1,1452.4
ATSS (See TELECOMMUNICATIONS)
ATTENDANCE RECORDS.......ccccovvinmrininiiiiiecnnenns 8539-40
AUCTIONS
AAVErtISING OF ... 0510
Surplus Property .............. 3520.8
Vehicles, OFA Conducted............ccccevrererennnnnrnnenns 4111
AUDIT
Assessments, Accounting for..........cocovveveiiiieneeneienns 8286
AULhOTItY .o ..6045
Finance, Department of ... .. 7240
Freight Bills................. ..3851
Frequency of......... . 7240
Information Security.... ..5335
Information Technology ..........cccccoveueunne 20013
State Agencies by Bureau of State Audits ............cccconee. 7380
Travel EXPenses .......cccovveeveerieenens 8422.114-22.115, 8711.3
AUDITING OF STATE AGENCIES.........cccccoevrernnnn. 20000 et seq.
Administration of Federal Pass-Through Funds............. 20070
Audit Cycles, Objectives, and Control Points................ 20050
Identification of Federal Pass-Through Funds ....20070
Internal Auditing Standards.............c.ccceeuee ....20040
Internal Control ..........coceiviiiciiinct e 20050
Letters of Representation.............ccccoeoveerinnsecnnsnnienns 20020
Notification of Actual or Suspected Fraud and
IrregUIATTLIES ......cvevieiee 20080
Requests by Federal Agencies for Audits of
State AQENCIES .....ouviveieiiieireee e 20020
Review and Reporting
on Internal Controls...........cccceevvveiiiniciiis 20060
State Agencies Required to Report on
Internal Control Systems ..........cccceiviinincinnene.
State of Calif.—Central Audit Organizations
Types of Auditors, Roles, and Standards.......................

AUGMENTATION FOR CONTINGENCIES OR
EMERGENCIES ... 6536
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AUTHORIZED SERVICES TO EMPLOYEES, OTHER .....11050

AUTOMOBILE OR AUTOMOTIVE (See VEHICLE)

AWARDS
Merit Award Program...........cccovveriennnccnnnnnnns 4700 et seq.
SEIVICE AWAIS......c.eciviiieeeiieeiiee s sttt ere e reas 4700

_B-

BANK
Accounts... ..8001-02, 19462
DPOSIES ...t s 8030-36
DraftS. .ot 3580,8122
Reconciliations .........ccccoeveeeninias 7901, 7920, , 7923, 8060

BENEFIT
TRUST FUNDS (See TRUST FUNDS)

BIDS, COMPETITIVE
Construction CONtraCt...........coeeuerirerieerieiese e 1454.2
Information Technology ..........ccccorvriieniinecincce 5200
Limiting.......ccocovvvcinnnn.
Purchasing ...
SOl SOUICE ...ttt
SUTPIUS PIOPEITY ...t 3520.8
TYPEWITEETS ..ottt 3674

BILLING
Automotive INSpection SErvice(s)........covveeerirneecennan 4113
Bills of Lading.........cccoovveininae ....3840
Codes, General SErVICeS .........covieirnneiieseeae 8471.7
Late Payment Penalty ..........ccccovvverieriecnnninns 8474-8474.4
Freight Bills and

INVOICES ..., 3800.3-01, 3850-51.2, 8422.101

Services of Employees, Hourly Rates..........c..ccoeeirennns 8740
Services Rendered
Stores Purchases...... .
Travel EXPENSES......c.cviriirieiiieieieieresieee e

BINDING PUBLICATIONS (See PRINTING)

BLANKET
Estimates and Purchase Orders
Out-of-State Travel..................

Purchase Order ......

Organization of Fiscal Management

BOND FUNDS .....coooiiirrrreeeeeeeieiere s 14400
BONDS
Insurance and SUrety ...........ccooceeernrcniinnecnnnnene 2400-82.1
State Treasurer’s Responsibility
for General Ledger AcCounts..........cccovveeeuennne. 8930-32
Surplus Money Investment Fund .............ccccceeenee 8284.1

BOOKKEEPING MACHINES (See PURCHASES)
BOOKS AND PUBLICATIONS, PURCHASE OF................. 3691
BOOKS OF ORIGINAL ENTRY (See ACCOUNTING)

BUDGET ...ttt 6000 et seq.
Administration

Program Objectives and Descriptions.................. 6108.5

Program Requirements ..........ccoveeverirnrccrnnennnn 6108.5

GET (CONL.) ittt 6000 et seq.

Allotment Transfer ... 8324
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Annual Financial Plan
Development & Enactment...........ccoceovereiincnniencnenenns 6300
Preparation and submittal ............ ..6315
Detail of Appropriations Adjustments....................
Augmentation, Ltrs of Necessity for Appropriation ..
Bill ANalYSIS......coveiriiriiec e
Budget Act/Final Budget Summary..

Budget Allotment, Transfer of..........
Budget Bill ..o
Budget Revision, Preparation of
and STD.. FOrM .......cocovvvvvvvieiiennns 6533, 6542-6545
Capitalized ASSELS .......covverieireriee e 6800-6899
Introduction and General .. ....6801-6809
Planning and Budgeting............... ....6810-6839
Administration of Capital Outlay................... 6840-6868
Capital Assets Financing Glossary Index,
Terminology, Acronyms and Forms .............. 6899
Category Transfers ........cccveovenniennicneieene ..6548
Conference Committee, Budget..... ..6340
Conversion Code Listing............... ..6430
Deficiency Authorization ................. ..6536
Department Budgetary Presentation ..... ..6400
Emergency Services by State Agencies .6560
Enrolled Bill Report ..........cccccovvvenneeen. ..6965
EQUIPMENt ... ..6457
Federal Funds, Supplementary Schedule . ..6460
Final Change BOOK............cccoeiiririnieiiniee e 6355
Forms
9 (STD.) s 6453
10 (STD.)..... ..6453
22 (RESD.) . ..1321.1
23 (RESD.) . ...1321.12
25 (STD.) o 6533,6539

.6533, 6542-6545

X110 T 6418
gg ESTI)D.).. ..2421

3] Y 484
47 (DF)..... ....6651-6554
300 (DF) ...6451, 6454
301 (DF)... ...6460, 6466
() T 6450, 6457

..6601, 6603, 6606, 6614, 6615

B07 (STD.) e 6448, 6527

BL3 (STD.) i 6448

625 (STD.)....... 6512

4083 (OREDS) ..ot 6453
Forms, Finance BUdget...........ccooevvrerinennine e 6005
Fund Condition Statements .............cccccoveeceeeeeeenanns 6481
Governor’s Budget, Publication, Distribution,

Ordering and Public Sale........c..cccoceoevinrniicniinnne. 6320
HEAMNNGS ..o 6310
Information Technology................ 6780
Introduction to Budgeting Section.... 6000
Legal Basis for Budgetary Control ...........cc.cocoeeervrinnnnes 6503
Legislative Analyst’s Analysis of the

Budget Bill ... 6330
Legislature............ 6900-6965
Legislative Calendar...........ccccoovrieninncieincecenen 6905
Local Mandates......... 6600-6616
Operating EXpenses..........ccoeeevrereenne ....6451-6457
Overview of California’s Budget Process............... 6100-6220
Personal Services..........ccccovervviinnne. 6403-6406, 6506-6527
Policy, BUGEL ........ccoviviiririiiicc e 6305
Positions:

Blanket ..........cc....... ...6439, 6518

Budgetary Approval ..o 6527

Certification for Continued Payment

of Established Positions...............cccccovvinne 6521

Expiring, Filled... .

Limited-Term ...
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Reimbursements ...
Revision of Programs and Allotments ...
Salary SAVINGS .....cevvieeieirieee e
Schedule:

8 ... .
8 SUMMAIY ... 6448
10 Supplementary Schedule of
APPropriations ........cccoervreeinnreeenreeees 6484
Section:
26 Category Transfers..........coveevnrneennincceens 6548
28 and 28.50 Letter Additional
FUNding....coovivieiceeceee 6551-6557
31 Personnel Transactions ..... .6406, 6418
Space Action Requests (FOrM 9) .......cccoveevnneccnnnnns 6453
Staff Benefits.........ccooeeeirnennne. ....6412
Expenditures by Category...........cc...... ...6475

Temporary help or Overtime Blankets....... ...6518
Claims and Tort Liability Budget Procedure ....6472
Two-Year Legislative Session................... ....6905
Vacant Positions Report .......... ....6445
VEBLO .ot 6345
BUILDING IMPROVEMENTS......ccccoiuirrrnrecreeenns 1452.4
BUILDINGS & GROUNDS
Asbestos NOtIfication ... 2591
Building Maintenance.... ...1330
Charges for Services.................... .1330.1
Display of Art, Posters and Notices .1330.7
Facilities Planning ...........c.ccccevnne. ....1310
Grounds Maintenance.... ...1330
Purchase and Display of Flags. .1330.8
Smoking in State Buildings ...........cccovveiinnncieinnn 1330.5
Use Outside of Regular Working HOUIS ..........ccccooevieiiinninne 1330.3
BUREAU OF STATE AUDITS......ccooviiieiineecnieneeens 7380
BURGLARIES (See CRIMES)
BUSINESS USE CERTIFICATION, APPEAL OF ................ 1735
—C-
CALENDAR OF REPORTS AND ACTIONS .......cccoceveieennnn 7990
CALIFORNIA ACCESSIBILITY
REFERENCE MANUAL .......ccooeiiiiinirecenencenns 1456.3
CALIFORNIA PROJECT MANAGEMENT
METHODOLOGY (CA-PMM) ......cccccvrererararanns 4819.31(5), 4910
CALIFORNIA STATE STRUCTURAL SAFETY INTERPRETIVE
MANUAL ..ot 1456.3
CAPITAL OUTLAY
ATOIMENT. ... 8363
APPrOPriatioNS........ccvririeiiiieeeci e 8422.21
CONLINUING ..t s 8382
Capitalized Assets... .6800-6899
Capitol Area Plan ..o 1310.1
ENCUMDBIaNCES........cocuiiiiiiccircc e 8343
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CARDS
Credit (See CREDIT CARDS)
POSE . 2232
Signature

State Treasurer’s, Form 38..........ccccccevveeinenne 8001.2-02

CASH .. 8000 et seq.
Accountability .......cccooirriiic e 8022
AdVance ..o . 8116, 8180, 8580.4
Approved DepOSItOries. .......covveveerirrieieininieiee s 8031
Cash Management Improvement Act 8010-14
DEfiCIBNCIES......vvvrerceere e 8072
Deposits......... 8030-36
FISCal AQENES ...c.evveeieiiirieeereee e 8002.1
General......ccoeeviiiiinns 8000-02.5, 8090-9
General Ledger ACCOUNTS ........covrvrvriereirenieieensieice e 7610
Handling, Separation of Duties.. ...8080.2
NON State MONEY .......cccoveiririeiireeseee e 8002.5
Overages and Shortages... 8070-72.1
Paid Agency Checks..........cooureirnineinirneecseice e 8050
Payment Funds (Institutional)...........ccccooeeviiriinienninnnne. 8121
Payments, Services to Employees ...........c.ccccoevirvrnnen. 11072.1
Petty Cash (See REVOLVING FUNDS (OFFICE))
Purchase FUNdS...........cocovrreieeeeennnsrsneene 8112-12.6
PUFCNESES.....c.oviciiiiiicic e 3580
Receipts......... ...8020-23
ReconCiliations..........ccccovviciiiniiiic e 8060
Recovery by Collection ... 8593.1
Recovery by Offset................. ..8790
Revolving Fund, Cash BOOK............ccccoveenininneniiines 8191
Separation of Duties................ ..8080-80.1, 8580.1
Shortages, AdjUSEMENt.........cccoveerirrrrciinines 8072, 10509
WIthArawals ........coovviiininiciic e 8040-48

CATALOGS AND PRICE LISTS
Material Services SECtion .........ccccvevveveviieieciece e 3542

CENTRAL STORES, OFFICE OF PROCUREMENT
(See MATERIAL SERVICES)

CENTRALIZED PURCHASING, PURPOSE OF............. 3501-02
CENTRALIZED STATE TREASURY SYSTEM......... 8001, 8890
CERTIFICATION

Lost or Destroyed Meal Tickets..........coceeerirrniirininnne. 11027

CHANGE FUNDS (See REVOLVING FUNDS (OFFICE))
CHARGE CARD (See CREDIT CARD)

CHARGES
INEErageNCy SEIVICES.......ccoiiiirieiiriririnieieeeieiee e 8758
Living QUANENS ........ceiiieiciiinieiccieereee e 11033

CHECKS (See WARRANTS)

CLAIM
Against an EMpIOYEe..........cccoovieiinnicnncrenee 8790.7
Against the STate.........cccvrieiriiee e 2461
Board of Control..........cccoveeinniiinccece 8710
Capital Outlay Appropriations............ccoceevvereeerenene. 8422.21
Claim Schedule
Consumer Use Tax Data.........ccooevvreinircinncinenns 8731
DGS Services ................
Disbursements .
Freight Bills........ccooviiiiiccce
“No Warrant” Claim..........ccoevevveriienenennennn
Processing Claims.................
Real Property Acquisition
Refund Claims.........ccoeeveviiccnncrcees
Standard Entry NO. 1 ......ccooviiiiiiiiineiecceenene
Corrections (Form AUD—16)...........ccceeervrirvcurene. 8422.5
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Damage to
Commercial Automobile..........cccoovveienincinnnn
Employee’s Personal Property
Private Vehicle .............. 0757, 2430-42.1, 8777.1-77.2
State Property, Third Party..........cccocveiiiineinennns 8778
Delinquent Invoices................... 8471.51-71.52, 8473-8474.4
Direct Transfer by DGS......cccovieiiinnneeniniceeeas 8471.13
NO Warrant.........ccooveveivineneeeeesenene
Purchase and Expense
Claims for Refunds..........cccoevriiniineieiceicee 11073.2
Gasoling TaX......c.ccoevvrrrunen. ...8745.1-45.4
Governmental Cost Funds...........cc.cccoeee. 8240-41, 8424
Revolving Fund(s)
AUAVANCES ...ttt 8595
Claims.......ccccoovunee ....8170
Claims to Establish ...... ....8425
Deficiencies................. ...8072
Standard Entry No. 1 ... ..10501
Warrants .......cccooeeeeereeeienennne ...8422.25
Short or Damaged Shipments ...... ..3860-69
Tort LIability ..cvoveeeeeiiieeceeeee s 8712
Travel Expense Claim (See TRAVEL)
USE TaX 1ttt 8730
Workers' Compensation (See INSURANCE)
CLASSIFICATION OF FUNDS........ccccoovmiiirirnrrenirenens 7400 et seq.
CLASSIFICATION OF INFORMATION ......cccccvvenne. 5300 et seq.

COMMERCIAL VEHICLES (See VEHICLE)
COMMUNICATIONS (See TELECOMMUNICATIONS)
COMPETITIVE BIDS (See BIDS, COMPETITIVE)
COMPUTERS (See INFORMATION TECHNOLOGY)
CONDEMNATION DEPOSITS FUND

INEEreSt INCOME .....vovieiiiiicccc s
Std. Entry No. 32 Interest Received

CONFERENCE

Rooms, Use After HOUrS...........ccccovviiicciiiicice, 1330.5

TrAVEI 10 .o 0724
CONSTRUCTION ...ooiiiiiiiieieieneie e

Project Undertaking (RESD Form 23)

Public Works Board Approvals .............ccccccevnuee.

Safety of Schools and Hospitals ...........c.ccccoerreinnnn. 1456.1

Services Available, DSA ........ccovevieiieeeee s 1450.2
CONSTRUCTION MANAGEMENT AND QUALITY

ASSURANCE MANUAL ..ottt 1454.3
CONSTRUCTION REVIEW.......ociiiiiiiciieee e 1456.2

CONSTRUCTION SERVICES, OFFICE OF
Construction Management and Quality Assurance

MaNUAL........coviiiieriiieeeeee e 1454.3
Contacts........... 1454
Internet Location ....1454
Phone Numbers ...... .1454.3
Program Purpose ....1454
Services .....covvvevnans ....1454
Statutory AUtNOFILY .......ccoovriceiiiicec e 1454
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CONSULTANT SERVICES
ATChItECIUNAL......vvi e 1452.2
Feasibility Studies & EDP Acquisition...........c.ccccceunuee. 5202
CONTAINERS, RETURNABLE.........ccccceoiiininiiieic e 8765
CONTRACTS
Construction Services Areas -1V, HQ .......c..cccceevvvevnene. 1454
DESIGN SEIVICES ...c.viviiiiciiiie et 1452
Regulation ServiCes..........coccoevrrriieniniee e 1456
World Wide WeD.........ccoovviiiiiiccecceeesssnes 1452
(o10] N1 H=7-Y0x 1) N 1200 et seq.
AdVErtiSiNg SPACE........covvrveriiiieieerirrirece e 0560
Approval
General SErVICES........couvririererenrrrrererereene 1215,1216
Fixed Completion Date.........cccoceevverrerennenienns 1458.4
Authorization of AGreements ..........cocoeveeernverennneeens 1208
Budgetary Approval .........cccccoevnenene. .

Exempted from Competitive Bidding
Centralized Purchasing (See PURCHASES)
Exempted from Contracts Register.........ccccocvvrvrirrrinnnes
Exempted from General Svs. Approval
Freight Shipments.........cccccocevennnnnnene. .
GENEIAL ... e
General Svs. Approval Required ...........cccocceevirinnccnenene. 1216
Hazardous.........cccoovvrennenenenenns .
Information Security
Information Technology

(See PROCUREMENT, Information Technology)
Lease & Lease PUrchase........c..cccoceveevcvevvcinenncnne. 3700, 8632

POHICY .ot

Private ArchiteCt..........ccoevvviivievcece e
Project Undertaking (Form STD. 23)
Public WOrks........cccooveevneviciniene,

State Contracting Manual ...........ccccooveeiinniennnncene
Substitutions COMMILEL..........cccvvvviiririiiiiieciiae

CONTROLLER, STATE

ACCOUNTS.....ooviiiiiicice s 8800-8890
AdJUSEMENES 10, 7955
Fund Ledgers.........ccoeirvnicrininninnene. 8810-14
Numbering of Ledger ACCOUNtS............cccovrrrueernns 8814
Conversion Deck LiSting.........cccoveeninrnciiieceneeas 6116.3
Disbursements by
Transfers.......covviciiicic 8451-60
WaAITANES ... 8421-27
Organization for Fiscal Management............cccccoecenenne. 7320
Payroll FUNCLIONS.........ccoiririiiic e 8520
RECEIPLS .. 8593.1, 8830, 10512, 18424.5
Remittance Advice (Form CA-21).......ccccovvercvrrnrnnee. 8091.1
Salary Warrants, Distribution of..............cccceeennnen. 8580-80.5

CONVENTIONS (See TRAINING, OUT SERVICE)
CORRECTIONAL INDUSTRIES (See FURNITURE)

CORRESPONDENCE
Format (Letterhead).........ccocovveieiiniiiirise e 2820
Governor’s Office .
MEMOTaNAUIMS.........oeieieieie e
Return Address, USe Of.........ccccvevevieveviiiceceee e 2250

COST ACCOUNTING (See ACCOUNTING, COST)

COST CONTROL ....ooovecereeereeseeieerees s, 1324, 1452.4
COUNTERFEIT CURRENCY .....ooomrinvereieeeneeinrensensenens 8072.1
COURT WITNESS .....oviveveeeveeeeeeeeeeeeseneevs s 8594.1
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CREDIT CARDS

Acceptance of Credit Cards.........ccccovveennrneeninnnnns 8023.1
AT Travel ... 8711.1
Automotive EQUIPMENT.........cooeiriniiiicc e 3629
Billing Requirements .
Charge Notice Card .................

Department Responsibility for..........c.ccccoceeeeene 4108, 8711.1
DEPOSIES ...t
Emergency Purchases .
Record of ........cccoovvvvnnnnne

Vehicle Related Purchases...........ccccooviveiiiinenns 3590.1-90.

CREDIT REPORTS ..ottt 3514
Burglary, Robberies, and

CRIMES
Burglary, Robberies, and
Robbery Attempt ... 8000

Stolen Property .
Copying Prohibitions

Exemptions from Reporting.........c.cccooeeevvrrcecnn 8640, 8643
Notification of Actual or Suspected Fraud and
IrreQUIATILIES. ..o 20080
CUSTODIANSHIP, OFFICE REVOLVING FUNDS............. 8130
—-D-

DATA PROCESSING (See INFORMATION TECHNOLOGY)

DECALS, IDENTIFICATION OF STATE-OWNED VEHICLES
(See VEHICLES, STATE-OWNED)

DECEASED PERSONS
Age Of DESIGNE. ...
Deceased Employee Property Release
Deceased Inmate’s Personal Property .
Funds and Property, Release of ..........
RELUM OF ..o

DEDUCTIONS, PAYROLL .....ccccoooviiiiciiiie
DEFALCATIONS (See CRIMES)

DEFENSIVE DRIVER TRAINING PROGRAM ........cccceeuenee. 0752
DEFERRED CHARGES AND INVENTORIES...........ccccco.... 7627
DEFICIENCY APPROPRIATION .....coviiieiiiieiseieeeesiens 6536
DEFINITIONS

Agency Trust Cash FUNd ..........ccooeeeinrniiiniinceen

Allotment-Expenditure Accounting

Cash, General ..
Change Book.........c.......... .
Conversion Code LiSting .........cccoceveeeninnneiiseeeenns
Drawings, Architectural..........ccccoooveivreiinenns

Equipment ...........cce...
Federal Funds

Freight Bills........ ..3800-3800.1
Governor’s Budget .

HEAAQUANTETS. ...

Information Technology
Information Security...... .
Liquidated Claim ........ccocoiiiiniiiince e
Minor Capital Qutlay..........cccovveiiniiicciceee
Offsetting.......ccocovvenennne .
Permanent Appointment
Position(s),
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Limited TermM ..o 6515
DEFINITIONS CONT.

PerManent.......coooveieriiiiece e 6509

Temporary Help or Seasonal Blanket . ..6518
Program Statement...........ccccocvvveiennnens ..6220
Regulation............. ..6602
Reimbursement.. ..6463
Residence....... ..0710
State Plans............ ..1105
Telecommunications. ..4505
Travel Expenses ....... ..0710
VENICIE ..o 2420

DEFICIENCIES (See SHORTAGE)

DELINQUENT INVOICES,

DUE GENERAL SERVICES..........cccooiiiniiiniienn 8471.51
DELIVERY SERVICE, PARCELS ......ccccooovvirrceeenns 3831
DEMURRAGE, FREIGHT ......ooiiiiiiieiereeee e 3810
DEPARTMENT OF FINANCE

AUIE oo e 7240

Organization for Fiscal Management............cccccoeeeninne. 7310
DEPARTMENT OF GENERAL SERVICES

General AUthOTITY ........ccciririiieie e 0005
DEPOSITORIES, APPROVED .......cccoviiiiiiininisieieie e 8031
DEPOSITS

GUANANEY ... 19410

INErOAUCTION ... 8030

LOSE o 8035

Miscellaneous, Unclaimed.. ....18424.4

PrOCEAUIES. ...t 8030-8036
DESIGN SERVICES, OFFICE OF........cccoovviviiiiiene 1321, 1452

Background .

Building IMmprovements...........c.ccoeccovvnccennncnicnnnnes 1452.4

ClIENE SEIVICES....cutuiiieiiiririeieieees e 1452.2

Cost Control ..

Information.... .

MajOr POHCIES ......ocvveeiiirciciisecc e 1452.2

Program PUIPOSE .......c.coviiriinenieiie s 1452

Project Management. .. 1452.4

Quality Control......... ...1452.4

Special Programs..........ccooveeiennicennincnnsseeeneeas 1452.4

Statutory AUthOFItY .......cccoorreiiincenee e 1452.1

World Wide WED.........cccoviiiniiiiiccnseecee 1452

DESTROYED, (See LOST, STOLEN, or DESTROYED)

DESTRUCTION OF PAPER WORK AND RECORDS
(See RECORDS MANAGEMENT)

DIRECT CONSTRUCTION.......coooiiiiiiiiiiiiccecae 1328.12
DIRECT DELIVERY, COMMODITIES.........cccoeiieininnn. 10832
DISABILITY (See EMPLOYEE)

DISBURSEMENT VOUCHER (Form STD. 439)................ 8112.2
DISBURSEMENTS ..ottt 8400 et seq.
Claim Schedule (Form STD. 218). 8422.2
Direct Transfer by DGS................. 8471.13
GENETAl ..o 8400.1
General Ledger ACCOUNTS .........ccvvrvivcririreneeeecrereicc e 7610
Reportable Payments....... .8422.19 et seq.
PaYrollS.......cvieiieeiese e 8421, 8451
Late Payment Penalties.............cccoceveiincnnicncnenne. 8474 et seq.
DISCOUNTS ..ottt 3573, 8113
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DISCHARGE FROM ACCOUNTABILITY ..o 8776.6

DISHONORED CHECKS
Income Adjustment, Examples
Redeposit Charge.........ccoeeerrreininseereeeas
Standard Entry
No. 710507
No. 810508
No. 910509
NO. 20 e 10510
NO. 1L s 10511

DISPOSAL
Information Technology

SUPPHIES . 5951-53
Personal Property........cccoeevrneiienieeennscees 3520, 8634
Property Accounting............. ...8660, 867172
Surplus Personal Property..........ccooeevernrceinnscennenens 3520
Unused Accountable FOrmMS..........ccoovieiinicininiieens 1750
VENICIES ...t 4111

DOCUMENTS

Accounting RECOrdS ........ccoouvvirireiriniiciiiece

Copying Prohibitions
Distribution of
PUblications ........ccccoveevveenieescice e
Free to Public..................
Posting, Controller’s Accounts....
Printing of ...

DOCUMENTS AND PUBLICATIONS
(See PUBLICATIONS AND DOCUMENTS)

DONATED STATE PROPERTY ...ccocoiiiiiiiiiiieineinns 3521
DONATED STORES RECEIVED.........cccocoeiiiiiinnn. 10822-22.1

DONATIONS (See GIFTS)

DRUGS, PURCHASE AND HANDLING.................. 3661-3661.2
DRY CLEANING AND LAUNDRY SERVICE.............. 11041-43
DUPLICATING
(See PRINTING or REPRODUCTION SERVICES)
DUTIES, SEPARATION OF .......ccooviiiiiiinicieeeien 8080-80.1
DEPOSIES.....vviiiriicite e 8032.3
—E-
EARNINGS FROM INTEREST, MAXIMIZE ...........cccouevnne. 8099
EASEMENTS ..ottt 1323.15
LEVERAGED PROCUREMENT AGREEMENTS ................ 5291
EMERGENCY
Business Continuity with Technology Recovery.......... 5325
Death or Serious INJUIY.......c.cocooeneinenecseeeeesees 2430
Purchases
SEIVICES ..ottt
Sub-Purchase Order USe...........ccooeernnieiinnecenns 3571.2
Vehicle Equipment, Purchase of ...........ccccoveeinnicnnnn. 3629
EMPLOYEE(S)
ADSENCES.....ocvveveeieeee et 8534, 8594-94.4
Accident/Death—Rpt. to Attorney General ............ccccc.c.... 2455
Attendance Report Form (STD. 672)

Benefit from Purchasing
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EMPLOYEE(S) Cont.
Deceased Rental and Loans Of ..........ccccooiiiiiinciiineccene 3522-22.1
Return to Headquarters..........cooeeernincennscennns 0772 Sale, Trade-In or Transfer..... ..8633, 864042
Warrant Release...........ccoveeeveineinciciieseens 8477.1 Surplus, INSPECLION .......eviiiiiiieee e 3521.1
Disability........cccc.o.... .0483.1-83. Telecommunications............. ....4530
EXEMPL ..ot 0400 Unbudgeted Acquisitions Of ..........cccceviveiiieinicicinene 3521.4
Extra Hours, Auth. & Comp. (See SPB PTM)
JUIY DUY . 8594
LEAVE RECOIT.......oivieeieieeeecteeete ettt s 8534 EQUIPMENT (OFFICE).......oviiiiiieieiinencieeeeeieeeneis
Maintenance Credit Notice BUAGEL ...t
Meal, Cash Payment for ...........ccccovuvernrennnnnns 11072.1 Identifications Of ..........cocoevnceiiiince e
Meal Ticket......cocoereerirnnnen ....11024 Information Security ..
Refund for Unused Service... ...11071 Lease/Purchase..........c.c.oo....
Meal Ticket BOOKS ..........cccevvnennee ....11022 Lost, Stolen or DeStroyed ..........ccceveieerereseiesenieesenees
Parking ........c.ccoeeenee. 4118 MICTOTIIM .o
Physical Examination .. ..0191 Purchasing .......
Prohibited PractiCes.........c.ceevevevevivieieeeeeieeeecesevevereesenenas 3504 Rental and Loans.
Recovery of Funds from.. 8593-93.3 SOFAQE......cviiiitcccc
Relocation and Moving ... 3820-29.2 SUrplUS, DISPOSAl.....cevveeeririeieeeirirerereririsereseeeeere s
ROSEEE CAIU......eiievieeieeeee et eee sttt e e st seen s 8520 Typewriters, Care and Cleaning ..
Separated Employees... 8580.4, 11072.21 Word Processing..........c.coocueunees
Services to ... ..11000-75 (See EDP Equipment Definition 4819.2)
SEIVICE AWAITS .....coeveiiirieiiirieiee e 4700
Suggestions .......... ..4700 et seq. ESTIMATES
TrAVE] AQVANCES oo 8116 Blanket, ENCUMBIanCes ..........coccceoveieirecrinncininsneneen 8342.2
WAITANES ..ottt sees 8580 Capital Outlay Projects
ENCUMBRANCES Appropriqtion INCreases.......ccoevveevveivennens 1460.2-60.3
ACCOUNtING INSITUCHIONS. ..vveeoooveeeeeee e s 8340-43 CONSHIUCHION. .
Capital OULIAY .......eoveeeeceececeeeeee e 8343 Confirming .......ccevevevecrinnne
General Ledger ACCOUNES ...........vveeeeveersreereesenereeeneee 10465 Purchase (Form STD. 66)
11, S 8324, 8342.1 Register o
(IO (111 o 1 ) O 8342.3 Books of Original ENtry.............cooovvrrsssssierinnsss 7222
Established Positions ...... .
ENDORSEMENTS Standard Entry No. 2 ... .
FOF DEPOSIt.....ovovveocvereeeesseenseesesnssessssessenesesnseans 8034-34.5 Transfer of Allotment ..........cooooviieivenniieiceee
Revolving FUND ChECKS.........c.cc.vverveeeeeeeeeeeeeeree s 8160 REQUISITIONS ...
STD. 96
ENERGY ASSESSMENTS .....coviirieireirininnrisiseseneesesesesenns 1323 Correct Problems ........cccocvveeeennssnnnnnens 3566.1
ENCUMDBIanCes........ccovevieneireice e 8340-43
ENTERPRISE ARCHITECTURE ........cccooeunee. 4819.31(6), 4906 Inc./Dec. of Est., Purchasing..........c.coccceeeiuae 3559-59.2
ENTRIES, STD, GENERAL LEDGER...........ccc.c..... 10501-10651 ESTIMATING AND ORDERING STORES.........ccccoevvenene 10806
ENVELOPES EXECUTIVE ORDERS (REGULATIONS)
For Paper Stock Checks...........oeeeirinrecnininieriinnes 3696.2 APPrOPriAtioNS. .....veveviieieciiiie e 8301.2
USE OF .. 2261-6 Balances ......
Budgeting ....
EQUIPMENT (GENERAL) PUDICALION OF w..vvvvevvieiiecese e 0530
AULOMOLIVE. ... 3620-29
BUAGEL .ot 6457 EXEMPT
DEFINEd. ..o 8614 EMPIOYEES ...t 0400-22.1
Information Security.... ..5300 et seq. Excise Tax (See TAX)
Information Technology ...........ccccoerirrrerinneieninseeene 5200 From General Services Approval:
Acquisition (See PROCUREMENT, Information CONETACES.....cvviiecit s
Technology) Form STD. 23 .
Definition ......cccceoivrciiiec e 4819.2 Freight Bills ...
DiSPOSAL ... 5901-03
Leveraged Procurement Agreements.............co...... 5291 EXPENDITURES
Food Preparation and Vending Machines.... ..1330 ADAIEMENES.....coviriiirice s 8364, 10220
Heavy EQUIPMENt........ccccevvvviviririeee, ..3615 Accounting for. ....8300-82, 10210
1AENEITICALION ....cvvecv e 3693 Capital Outlay........c.cc....... .6800 et seq., 8363
Lease/Purchase, Federal Funds, Report Of .........cccovvrieiveiineiseeesens 7974
ANALYSIS ..o 3700-31, 5207 General Ledger Accounts..... .7605-7680
Format Information Technology ..........cccovveirinnccrniccens 4819.2
Lease-with-Option-to-Purchase ...........c.ccceevevevennnns 3750 Operating Expenses and Equipment ....8362
Present Value TeChniquUES...........cccccevrrereinnnnnes Parking Fees .... ...0755
Review of Lease Decisions... . Personal Services.................. ...8361
Lost, Stolen or Destroyed.............. . Pool Car Expense, Claim for ... ...0756
Property INVENLONY ........cccveueeieinininiriiererese s Purchase & Expense, Claims...........c.coccoeviiinciiiiiiicns 8422
Purchase of .......cccoveiveinineeee e Relocation.........ccveveeveivserieeieens 0721, 0775, 3820-29.2
Records, Livestock ... EXPENSE CLAIMS (See TRAVEL)
ReNtal Of ...
EXPRESS SHIPMENTS ..ottt 3830
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=
FACSIMILE SIGNATURES, USE OF................. 8001.3, 8081-82
FARMING AND PROCESSING OPERATIONS ........... 10900-94
FARMING OPERATIONS, REPORT OF.......ccccovviiiiiirinnns 10990
FEASIBILITY STUDY

Information Technology ..........cccccovvreinnncininins 4920-30.1

TelecommUNICAtIONS.........cccvviiiciriiiceee e 4511
FEDERAL

Administrative Cost ReCOVErY.........c.ccceevrrvreenenn. 8753, 8755

Cash Management Improvement Act (See CASH)

GrantS.......ccooiiviiiii s 0912

Receipt of Federal Funds. ..8003

Notice of Levy.......c.ccce.... 8790.6

Publications, Purchase of............... ..8114

Report of Expenditure of FUNds............ccccoeovvriicnnnnnes 7974

Supplementary Schedule of

Federal FUNS .........coovvnnniiceceeeerenenennns 6460
SUFPIUS PIOPEITY ...t 3521
Temporary Advance for Working Funds
U.S. Agency for International Development........... 8122

Trust and Agency FUNGS.........ccccoervreeininicienenenn 17101-400

Use Tax on Civil Aircraft

VOUCKNELS ...ttt ettt 8422.107
FEE SCHEDULES

Medical and Related Services.............ccccoevrrrnnne. 0190.1-91-4

FILING EQUIPMENT (See Equipment (Office))
FILING SUPPLIES (See PURCHASES)

AUAIE .o 7240
EXECULIVE OFUEIS ......eviiiicicicccc e 6140
Finance Section 28 Letter ................. 6551-57
Organization for Fiscal Management............cccccooeeeninne. 7310
FINANCIAL ADJUSTMENT, PLANS OF.......... 8452-52.2, 8715
FINANCIAL CONDITION
DUN & BradStreet.........covvvvviririririreiereeccceicierenenenennas 3514
Special Deposit FUNGS ..........cccceovviecrinriiiecc 18420
FINANCIAL INTEGRITY & STATE MANAGERS'
ACCOUNTABILITY ACT (FISMA) ..o 20040
Internal Auditing Standards
Review and Reporting on Internal Controls................... 20060
FINANCIAL PROFILE INFORMATION REPORTS............. 3514
FIRE MARSHAL, APPROVAL of SPACE PLANS........... 1321.18
FIRST AID
Certified SUPPIIES......c.ceririrciiiicccr e 2582.1
TO OFAEr ... 3571-3571.
FISCAL MANAGEMENT
Bureau of State AUILS.........cccoovrriririiiicicccceeeae 7380
Controller, State .......... 7320, 8800
Legislative, Analyst............cccovriiiinniccneeen 7360
Organization for ... 0130, 7300-80
FORMS MANAGEMENT .....oooiiiriririeeeceeeie e 1700-50
Agency Forms Coordinator Appointment............c.cccccv.... 1705
Agency Forms Coordinator Responsibilities .............c.cccceeeneene
..................................................................... 1700 et seq.
Agency Forms Responsibilities...........ccoccoveene. 1700 et seq.
Appeal of Business Use Certification............cccccovvvrnnne 1735
Business Use Forms/Reports............ ...1710, 1735
CatalogS. ....eeveeeecieeieree e 1725, 1730
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Control NUMDETS ........cciiiiiiiiece e 1740
(FMC) Forms Management Center. .1700, 1701
Inventories and Index .................. .1735, 1740
Legal Impact, ReVIEW fOr .........cocovvriiiecincceie 1725
POLICY.....oeiiiec e 1700
Privacy Laws and Regulations. ...1745
ProCEAUNES ..ot 1700
Public Use FOrms .......c.cccovveene. .1710, 1740
Resource Documents/Handbooks ...
Rules and Standards....................
Standard State (STD.) Forms
Unused Accountable Forms, Disposal of ...........c.cccoeeeene 1750
FORM 23
Authority for ReVIEW...........ccoviviiiiircceee e
Request for Project Undertaking.. .
Request for REVIEW .........cccovriiininiinc e
FREIGHT
Agency Responsibility.........ccooeoeiiniiiiiece 3804
Bills and Invoices
AUITS .. 3851
Bills of Lading ........ceovviiiimeiiiiciiieccccs 3840
Definitions, Rates, etc..... ..3800-3800.1
DGS Approval Needed .........ccocooveerniinineneienine. 3851
Exempt from DGS Approval . .3851.1
Carrier Selection.................. .3800.1
Centralized SErVICeS ........cccovvrrrrrirereceeeieeenens 3801
Claims......covririiinnnn, ..3860-69
DEMUITAGE ...t s 3810
Insurance Rates..... ..3811, 3820.1
Moving & Storage ... ..3820-29.2
Rate AGreements.........cccvvveinviiieisniceseee e 3885
RoULING GUIdE. ..o 3800.1
Short and Damaged Shipments .. ..3860-69
Split Pickup and Delivery .......... ....3870
Tariffs ..o ....3885
Tonnage Distribution Report ..........ccccoveevivrnenne 3880
FUELS AND PETROLEUM PRODUCTS
INVOICES ... 8422.102
PUFChASING .....vcveiiiciccc e 3681-89.2
FULL COST RECOVERY ......cocoiiieiciererererereessescsceeeeenns 8752
FUND BALANCE, ANALYSIS OF CHANGE IN
Nongovernmental Cost Funds
Retirement ..o 16400
Trust & Agency Funds Federal .. .17101-400
NON-TTEASUIY .....cviiiiiie it 19400
Other ..o 18420
FUND BALANCES, VERIFICATION OF......cccccovvinniririenns 7910
FUND DISTRIBUTION, CHART OF ......cccoeeiiiinininirieenns 7610
FUND LEDGER,
STATE CONTROLLER’S ACCOUNT ........ccccemuen. 8810-14
FUNDS
AdVANCE PAYMENLS ......oveiiiiieiirieiieieeseeee e 1216
Bond Funds.........cccocovrrenene. ... 7410, 14400
Cash Purchase (Petty Cash) ........cccccoeeirenneneiinciiens 8112
Classification Of ... 7400
Condemnation Deposit Fund
Entry No. 32 Interest Received .. ...10532
Interest Income ............cceueeee .8284.2
Discharge from Accountability....... .8776.6
Establishment of New State Funds ............ccocoecviiiiiienne 7450
Federal
Federal Trust & Agency Funds............ 7410, 17101-400
Report of EXpenditures ...........ococoevvnecinnceceenn 7974
Temporary Advances for Working Funds............... 8122
DECEMBER 2013



SAM—SUBJECT INDEX

FUNDS Cont.
Governmental Cost Funds
Accounting INStructions..........c.cocveeervrinines 10200-994
Definitions......cccooviiiiiiicc e 7410
General Funds (State) ...........coevverricenenenn 7410, 7610
General Ledger Accounts..... .. 7610, 10401-75
REPOIS ..o 7950-82
Institution Cash Payment Fund............ccccooevvienneinnnns 8121
Nongovernment Cost Funds...... . 7410, 13400
REPOItS ..o ... 1950-82
Retirement FUNOS .........ccoovrnrririreeeeeeerenerenennas 16400
Trust and Agency Funds
Federal.......ccoovvvnnnnrneeee 17101400
NON-TFEASUIY ...ttt 19400
Other . 18420

Office Revolving

(See REVOLVING FUND (OFFICE))
Surplus Money Investment Fund
TrAVEL oo

FURNITURE/FURNISHINGS
Modular Systems FUNItUTe .........ccccorveinnneennees 1321.17
Prison Industry Authority
RECYCIEA ...t

GARAGES, STATE (See Vehicle, State-Owned)

GASOLINE
Purchase of .......ccccccevvvevcciscce, 3687.1-87.2, 8422.102
Tax Refunds .. 8745.1-45.5
GENERAL FUND, STATE .....coviiieererseee e 7410
GENERAL LEDGER ACCOUNTS........... 7605-80, 10401-10475
Charts, Treasurer .......ccocceeveveeeeeeveeiieveenens 8911, 8921, 8931
Governmental Cost FUNds .........cccooevevvveiiniesicnnnne, 10401-75
Integrated Chart of
Numbering................
Purpose and Nature of ...........cccccevvicinnnciiiiiies 7605-80
State TrEASUIET......ecvevveieiecie e 8900-32

GENERAL OUTLINE OF PROCEDURES
ACCOUNTING ..ot 7200-50

GENERAL RESPONSIBILITIES AND SERVICES
FOR STATE POLICIES AND PROCEDURES ..0100 et seq.

GENERAL SERVICES, DEPARTMENT OF ........ccccovuueee. 8471.1

Collection of Delinquent INVOICES ...........cceeeernnen. 847151
GIFTS

Documents ReqUITEM ...........cccovvreiiriniceincrceneen 8634

Personal Property ... 8634

Real PrOPerty .......coceiviiiriirininiciceeec s 1322

Special PUrpose TTUSES ........ccceveirireeninernieeeseee s 19440

GLOSSARY (See DEFINITIONS)

GOVERNMENTAL COST FUNDS (See FUNDS)
GOVERNOR’S OFFICE .....cccoooiiiiiiinienscieeseiene 0200 et seq.
GRANTS ... 0900
GROUNDS (See BUILDINGS & GROUNDS SERVICES)
GUARANTY DEPOSITS ..o 19410
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—H-
HANDICAPPED
Access Regulations...........occoveveiienncncneee e 1456.2
HAZARDOUS MATERIALS CERTIFICATION. ................ 3840.1
HEALTH & SAFETY CODE COMPLIANCE................... 1321.18
HEALTH & WELFARE FUNDS, CONTRIBUTIONS TO
HOLIDAYS....c.coiiiiiinreeeiieieie e 8740
HOSPITALS AND MEDICAL SERVICES AT STATE FACILITIES
......................................................................................... 0190
HOURLY RATE ..ottt 8740
HOUSING, STATE-OWNED
Rental by EMpIOYEeS ........cccooviiiiiiiiiiiiccieeiee 11031-33
-
IDENTIFICATION OF FORMS......cooviiinnnircreienns 1720, 1740
INCIDENT REPORTING........ocuniiiniiiiiiiiiiiiieiieciee 5340
INCOME ..o
Accrual .....
Definition
From INVEStMENtS .......ccoviviiiiiiiiic e 8284
Overpayment & Underpayment............occeoevernrecrnnenens 8241
SUNAFY HEMS ..o 8281-84.2
TAX o 8572, 8572.1-.2, 8572.5
INDIRECT COST ..ot 8755.1-.2, 8756
INDUSTRIAL INJURY EMPLOYER’S REPORT
PAYIOIIS ...ttt 8535
Workers” Compensation .............ccoveereeenreeneneneneerenennns 2580
INFORMATION
INQUITTES .. 2464
INFORMATION SECURITY ..cocviriririiiiiicieenns
INEFOAUCTION ...
Arrangement of Chapter ....
Governing Provisions ......... .
Applicability .....ccooiiiice,
Definitions ..o
Minimum Security Controls...
Information Security Program ..........ccccoceeeevnnnnne .
Information Security Program Management......... 5305.1

Policy, Procedure and Standards Management ....5305.2
Information Security Roles and Responsibilities .5305.3

Personnel Management...........cc.coecevvnnnccinnnnnn 5305.4
Information Asset Management............ccccoeueeee. 5305.5
Risk Management ..o 5305.6
RisK ASSESSMENL ......oovrvreririeecccceerererennas 5305.7
Provisions for Agreements with State and

Non-state Entities..........ccoooveeiiinniiiiiccien 5305.8
Information Security Program Metrics................. 5305.9
PRIVACY ...t 5310
State Entity Privacy Statement and Notice

Of COllECtion .........ccooviviciiicieccce 5310.1
Limiting Collection............cccceovrvvciiinccinee 5310.2
Limiting Use and Disclosure.................... .5310.3

Individual Access to Personal Information .. .5310.4
Information INtegrity........cccoeevieieininicieces 5310.5
Data Retention and Destruction ...........cccccceeveene. 5310.6
Security Safeguards ................... 5310.7

Information Security Integration... .

System and Services ACqQUISItioN............ccccevneene 5315.1
System Development Lifecycle ..........ccoceovveinnnne 5315.2
Information Asset Documentation .5315.3
System Developer Security Testing ............ccc.o.... 5315.4
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Configuration Management............ccoceevvvrvrerene 5315.5 Maintenance and Operations Plan Policy................ 4946
Activate Only Essential Functionality ... ...5315.6 Post Implementation Evaluation Report... ....4947
Software Usage Restrictions............... ...5315.7 Special Project REpOrtS.........ocoeeviviriveeririrccens 4945
Information Asset Connections ...5315.8 Property ACCOUNEING........ccceirveineriise e 8600 et seq.
Security Authorization...........cccoceceeerirrncennnen. 5315.9 Reports
Training and Awareness for Information Security Agency Information Management
AN PIIVACY ..vcviviiicece e 5320 Strategy (AIMS)................. 4900.5-.7, 4903
Security and Privacy Awareness.. ...5320.1 Budget Change Proposal (BCP).................. 4819.34-.37,
Security and Privacy Training ............ .5320.2 | s ....4819.42, 4900.5
Security and Privacy Training Records.. ...5320.3 Feasibility Study Report (FSR)........ 4819.35-.38, 4928
Personnel Security .........ccocovveeenniceninae ...5320.4 Post Implementation
Business Continuity with Technology Recovery ............. 5325 Evaluation Report (PIER) .........cccoevvinninnnne. 4947
Technology Recovery Plan...........c.cocuuee. ...5325.1 Security Incident...........ccccovneneee. .5303.1
Technology Recovery Training ... ...5325.2 Special Project Report (SPR). ....4945
Technology Recovery Testing........ ...5325.3 Project Reporting Criteria............... ...4819.37
Alternate Storage and Processing Site ...5325.4 Reporting Exemption Request ...........ccccovereerienineene 4819.38
Telecommunications Services ............ ...5325.5 SECUNTY .ot 5300 et seq.
Information System Backups... ...5325.6 SEANAArAS .....ovveviieeeee e 5100-80
Information Security Compliance...........ccovverirnrinenns 5330 Statutory Provisions
Security Assessments ........... ...5330.1 Governmental Code ..........coourerreireiineneisesees 4810
Compliance Reporting.......... ...5330.2 Management Authority & Responsibility .....4819.3—.42
Information Security Monitoring... ..5335
Continuous Monitoring......... ...5335.1 Telecommunications
Auditable Events ...........cccovicininnn. ...5335.2 in EDP Equipment Definition ... 4819.2
Information Security Incident Management .................... 5340 in Information Technology Definition . .4819.2
Incident Response Training .. ...5340.1 Annual Reporting of COStS..........cccovieinnnenene. 4903.2
Incident Response Testing.... ...5340.2 Voice/Video Exclusion.............. ...4819.32
Incident Handling.................. ...5340.3 Training and Employee Development ...........cccovveenne. 4854
Incident Reporting ..........cccccovuee. ...5340.4
Vulnerability and Threat Management ..............cccccevene. 5345
INFORMATION SECURITY CONT. INJURY REPORTS, RESPONSIBILITY FOR
(SEE ACCIDENTS)
OPErational SECUMTY....cvvvsvsvsesvsosesssssesosssecs 5350 INJURIES INVOLVING THIRD PARTY
Encryption ... ...5350.1 NEGLIGENCE 8537
Endpoint DEfense ................... 5355 | NEGLIGENCE. ...,
Malicious Code Protection.... s INQUIRIES BY PUBLIC (See INFORMATION)
Security Alerts, Advisories, and Directives.......... 5355.2 INSPECTION(S)
. Architectural Construction............cccovverivnirnrciernninnnn 1454.2
Identity and Access Management...........ccccoevecerirneinnne 5360 State-Owned Vehicle .o 4113
Remote ACCESS .........cccvvnnnnee ...5360.1
Wireless Access.. -..5360.2 INSTITUTIONAL FARM OPERATIONS................ 10900-10994
Physical SECUTILY ....c.voveveiiiiicieiiee e 5365
Access Control for Output Devices ...5365.1 INSTITUTIONAL STORES ACCOUNTING............ 1080010892
Media Protection ..........c.c.cocouene. ...5365.2
Media DiSpoSal..........cccceovrriecrinininiiiiccenae 5365.3 INSURANCE
AT TRAVED e
INFORMATION TECHNOLOGY ....cooovvviriiiiniiniiins 4800 et seq. Approval Required ..................
Agency Information Management Strategy . 4900.1-.03, 4925 Automobile, Privately Owned ...........ccccoevvievnnn 0753, 2420
Audit Requirements.........ccccocevevrenene. 4819.34, 4844, 20013 Legally Uninsured .. .. 8780Motor Vehicle Liability
Budgetary REVIEW ..........cccciriiiriiiiice e 481942 e 2420, 8777-77.2
Budgeting ........cccovveiiniiccnen ..6700 et seq.
California Software Management Policy ............ccccoeeenee. 4846 Nonindustrial Disability...........c..cccocerurererreresrerereeeens 8538
Certifications4819.39, 4832, Computer Assisted Retrieval- Surety Bonds........... ...2481
MICTOFHIM oo 1650-52 Temporary Disability. .2583.1
Data Centers..........cocovevviiiiiiiiiieieiccccc e 4982-.2 UNeMPIOYMENt ..o 8535
Definitions Pertaining to................ .. 4819.2, 4900.1, 4989.1 Workers” Compensation
Desktop and Mobile Computing...........cccecvevnee 4989-4989.3 UGS oo e 2584
Delegation ..........cccocevvvviernvnnnnnn. 4819.34-.38, 4900.2, 4989.2 Agency Responsibility.............c........ .2580.2
EXCIUSIONS ...t 4819.31 Benefits, Notice of (CIF Form C-68) .. .2581.8
Feasibility Study... 4819.34-.35, 4920-30.1 BUAGELING ..o .8780.2
General POLICIES.........cceiriiiccee, 4800-19.42 Claims, EMPIOYEE.......c.coevevreceeeeee e 2581.4
Information Management Planning ...........c.cc.cc..... 4900-03.4 Claims, Self-Insured Agencies... ..8780-80.2
Information SeCurity........ccccocevvvvrveiercnnnne ..5300 et seq. EXPENTItUIES ... 8361
Information Technology Infrastructure Policy................. 4834 Medical Treatment................. ....2582
Information Technology Capital Plan......... 4904Management Responsibilities & Procedures ............ccccceeeene.. 8536-37

f T R R Reporting and Investigating Accidents/Incidents
Ongoing Information Technology Activities .. . Involving State Employees or State Property.......... 2455
Organization and Staffing..........c.ccooevnieiiineniinns

Planning ........ccocovvveeeinennnnssesnneenes 4819.31, 4900-03.4 INSURANCE AND SURETY BONDS.........cccoovninine. 2400 et seq.
Previously Approved Effort...........cccoooviininniicnne. 4819.40
Procurements (See PROCUREMENT, INTERAGENCY
Information Technology) AGrEBMENT ...t 1200-15
Project OVErSight ...........oveveeeveeeeeeeeeeeeeeeeeeenen 4819.34-.36 Services, Charges for ... 8758-58.1
Project Review, Reporting, and Evaluation .......... 4940 et seq.
INTEREST EARNING, MAXIMIZATION OF ......ccccccvvununnne 8099
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INTERNAL CONTROL,

OFFICE REVOLVING FUNDS.................. 8080-80.1, 8180
INTERNET (ARCHITECTURE).......... 1450.2, 1452, 1454, 1456.3
INVENTORY

Business Use FOrms/RepOrts ...........cocveerirerieeennns 1710, 1735

Annual, of Mobile Equipment ...........cccooevviinenneiiienns 4114

Management, Supplies ........... ..3535

Public USe FOIMS ... 1745

Purchased Stores...........cccovvvieeeeeesnnsnerrenens 10860-61

Report, LIVESTOCK .......coveuirieirieiiicieece e 10991-91.1
INDEPENDENT CONTRACTORS ......cooovvviiiicinieinns 8422.116
INVESTMENTS

General Ledger ACCOUNTS .........coevvevriereeenieienenns 7622, 7820

INCOME FIOM ...ooccce e 8284

Trust 19460 INVOICES
AAVEITISING ..
Airline ......ccoovuee. .
Automobile Rental .
BilliNg (DGS) ...vvvereriririsiririninere e
Blueprinting and Reproduction.............cccecervririenne. 8422.10
Cash Purchase Funds.................
Containing Freight Charges
CONESLEA. ....coviicieiiiiec e
Contractual SErVICES..........covurrrrererirerrnrrsesererereene
Delinquent, General Services .
Direct Transfer by DGS.......... .
Freight and Transportation ............cccceveeerinncnenne.

General Services, Dept. of ........ccovveenine.

General Services, for Services Rendered..................... 8471.24
Notice of Correction............cccovvreene. 8422.5,8780.1, 10808
Payable from Reverted Appropriations..............cccccoun.. 8422.7
Payment, Preparation of ..........ccccoovcevennncenne

Revolving Fund...........ccococconnnnnnen.
Service Revolving Fund, Scheduling .
Sole Proprietorships .........coveeiviiceninsicieennes
Telephone & Telegraph, Audit of ...................
Training .
Travel Expenses, Verification of ...
Vendors Institutional StOres ............coccceevvvriccinnninnne

ITEM CHANGE, PROPOSED NOTICE OF.......c.cccoeviiiine 3560
ITEM COUNT, BANK DEPOSITS......cccooiiiiiiiiniiinns 8033.2
_J-

JOURNAL ENTRIES ....cooiiiiiiiieeeeee e 10501-53
Controller’s .......cccovveviveevieeiieeniesiens ...8452, 8830
Plans of Financial Adjustment...................... 8452, 8715

JUDGMENTS AGAINST EMPLOYEES’ SALARIES........... 8593
JUNKED PROPERTY ....coooiiiiiiiiiiiiiec e 3520.9, 8643
JURY DUTY s 8594
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-
LAND (See REAL PROPERTY)

LATE PAYMENT PENALTIES.........cccovieennenen. 8474-8474.4
LAUNDRY AND DRY CLEANING SERVICES........... 11041-43
LEASE, LEASE/PURCHASE
[O0] 1 - T £ PRSSR 8632
Finance Review of Procurement Documents Lease/Purchase of
Equipment
(See EQUIPMENT GENERAL)
Office and Warehouse Facilities..........ccocooevvrervierinnnns 1322.1
AUthority......ccooiiiiiie
Leasing Services... .
Space AlIOWANCES.........cceereirerieiseieeceeine

Sublease of State Leased Space ..........ccccoveveennae
State-Owned Property, Leasing to Others
Automated Teller Machines in State Buildings....1323.1

Competitive Bidding Requirements.................... 1323.1
LEDGERS

Allotment-EXpenditure ..........ccoveveereniseneicnennns 7829, 8302

Fund, State Controller’s Accounts............c..cceerveennen. 8810-14

Postings and Forms............cccoo..... . 1223-23.4

Prior Year Adjustments .................. ..7831-32

Receivables, Office Revolving Fund ............ccccccovviinenne 8192

Stores, Institutional Stock Records. ...10851-52

Treasurer’s Accountability .........ccccooevviieinniiiiiciie 8880
LEGAL BASIS FOR

Budgetary Control ...........coceoeivrriiniineennseeeseiene 6503

Finance and DGS CONLIOlS ........ccovvivirvereiriniiciiisereiene 0150

Freight (Control of)

Mailing Lists...........

MiCTOFilM (.

PUICRASES ...t

Reorganization Proposals ... 0130
LEGISLATIVE ANALYST ..ottt 7360
LEGISLATIVE BUDGET COMMITTEE ......ccccoovvviiiriinns 6130
LEGISLATIVE/LEGISLATION ....ccviiiririreeeesncnceereeenns 6900

Bill Analysis.......c.ccccoeevevnnnne. ....6960

BillS .o ....6915

Constitutional Amendments ........... 6920

Departmental Proposed Legislation ....6950

Enrolled Bill Report...........ccccccenee. ....6965

Hearings ........c....... .6955

Legislative Calendar.. ....6905

Legislative ProCeSS ..........ceevirreiiiiiiccinseceeereiene 6945

RESOIULIONS ... 6925-40
LETTERHEAD

FOIMAL ..o 2820

PPINTING .ot 2820

USE OF <o 2820
LIABILITY

Contingent and Real ............ccccoovviiiicenniiecc

Insurance, State-Owned Vehicles .

Tort, Payment Procedures...........ccoveerveeneereneeesereeeens
LIBRARIES, COORDINATING DISTRIBUTION................. 3120
LICENSE (S) AND PERMIT (S)

Federal Communications Commission ............ccccceeeveene 4530

LIGHT GLOBES (See PURCHASE, LIGHT GLOBES)
LIMOUSINE (See VEHICLE, COMMERCIAL)
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LISTS, MAILING
(See MAIL MANAGEMENT SERVICES)

LIVESTOCK
INVENLOry REPOIT.......ccocveiiiiiiricsceceeeene 10991-91.2
Surplus, Sale Of ... 10950
LIVING QUARTERS, STATE-OWNED........ccccoovvvvirinn 11030
LOAN AND RENTAL OF EQUIPMENT ......cccoovvvvvrviiinnns 3522
LONG-RANGE FACILITIES PLANNING.......ccccoevvrirnnnnn. 1310.3

LOST, STOLEN OR DESTROYED
Information SeCUrity..........coovviviiinenniciciicne 5300 et seq.
Meal Tickets, Certification for ............ccccoeveereeiinanns 11027
Personal Property .....

Prohibited Practices.. .3504
Property.......cccooeeeenenens ..8643
Resistance during RObbery ..o 8000
State Property.... ... 8640, 8650-51
SUIVEY REPOIS ...t 8650
LUMP SUM PAYMENTS, RECOVERY OF..........cccocovuunnnn. 8596
—M-
MAILING LISTS ... 3151
PARCEL DELIVERY ..ot 3831
MAINTENANCE
Buildings and Grounds..........c.cocoeeeeinneennnenininenes 1330
Telecommunications........ .

Vehicles, State-Owned

MANUALS
AGENCY ACCOUNTING ....cveviivieriririeieiee et 7150
California Accessibility Reference ... 1456.3
California State Structural Safety Interpretive
Manual...... ...1456.3
Defense DriVINg ......cocvvrvrieininirinieeiieie e 0752
State Administrative Manual .. 0001-0030
OFA State Fleet HandbooK...........c..ccoeevevivivcieviicreie, 4100
MAPS, U.S., GEOLOGICAL SURVEY, PURCHASE OF .....3695
MASTER AGREEMENTS

Approval by General Services
Equipment, Lease/Purchase.... .
Exempt from CSCR.......cooviiiiiriiee e

MATERIALS MANAGEMENT ..ot 3535
MATERIALS SERVICES SECTION.......ccoeovviiiireineeene 3540
MAXIMIZATION OF INTEREST EARNINGS........ccccovnnene 8099
MEALS

Business Related...........ccoveevnniiiiniicinccce

Meals and Meal Tickets...
OVEIIME. ..ottt

MEDICAL & HOSPITAL SERVICES

AT STATE FACILITIES ..ot 0190
MEDICAL SUPPLIES AND SURPLUS DRUGS................ 3661.2
MEETINGS

After Hours, State BUilding..........ccccoceeveiniincnneinne 1330.3

CONTEIENCE ...ttt e 0724
MEMORANDUMS

FOrMAL ..o 2820
MERIT AWARD PROGRAM ........coevveievieiiesiecreiea 4700 et seq.
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Eligibility of SUgGestion .........ccccecvverveivviiseieecsens 4702
AWrdS ... ....4700
Eligibility for Participation ... ...4702
Nonadopted SUGQESLIONS .........ccveerieirerieeieiseseesieees 4702
ReSPONSIDIITIES. .......cveeiieieiccc e

Special Acts and Services
Superior Accomplishments

MICROWAVE
EQUIPMENT ... 4525

MILEAGE RATES (See VEHICLE, PRIVATELY OWNED)

MISCELLANEOUS
ACCOUNTING PROCEDURES...........ccoevnene 8700 et seq.

MISUSE OF STATE PROPERTY

Copying & Duplicating Equipment ...........ccccooeeveiiinenns 2880
Motor Vehicles
Nonstate MONEY.........ccccoviiiiiiiiie e 8002.5
ProseCcution fOr........cceeiireiiiieee e 3504
Purchases.....
Telephone
MOBILE HOMES, TRANSPORTATION OF........ccccovrininenns 3827
MONETARY LIMITS
PUICRESES ...t 3571
MONEY ORDERS
Acceptance Of ... 8023
ENdorsement Of.........cccooueireinnnncseeee 8034.1-34.2
MONEYS, UNCLAIMED TRUST ......cocoviieinininininnnnns 18424-24.7

MOTORCYCLES,0020(See VEHICLES, PRIVATELY OWNED)
MOTOR VEHICLES (See VEHICLES)

MOVING AND STORAGE
EMPployee Charges..........ccoeeiririnieenieieieieneseseeesseieeens 3824
Household Effects... ..3820-29.2

Mobile HOME......cviiiiiiicce e 3827
Office and Institution MOVES ..........ccccovricinnncccines 3811
Overseas ShIPMENTS..........oveiiiineeneee e 3825
Relocation...............
Self-Haul Moves
MOVING EXPENSES .....ooviiiieiiririciitieercice e 8572.1
—N—
NARCOTICS ...t 3661.1
NEGOTIATIONS
Freight and Storage Rates...........cccoeveeernnicennn 3801, 3885

NON-GOVERNMENTAL COST FUNDS (See FUNDS)
NON-STATE EMPLOYEES TRAVEL (See TRAVEL)

—O-
OFFICE EQUIPMENT FILING (See EQUIPMENT (OFFICE)
OFFICE FACILITIES (See LEASE)
OFFICE HOURS, STATE OFFICES..........coooiiiiiiiiie 0180
OFFICE PLANTS ..ottt 1330.6

OFFICE REVOLVING FUNDS
(See REVOLVING FUNDS (Office))
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OFFSETS ..ot 8790
OIL (See FUELS AND PETROLEUM PRODUCTS)
OPERATING EXPENSES AND EQUIPMENT

Accounting for........ccooeveiiennenieeee 8342.1-2.3, 8362
BUAGELING ...t 6451

ORDERING AND ESTIMATING
Institutional SEOreS..........cccovviiiciiniriiiiec e
Supplies from Material Services Section

OTHER GOVERNMENTAL COST FUNDS (See FUNDS)
OUT-OF-STATE TRAVEL (See TRAVEL)
OUTSTANDING CHECKS

AGENCY . 8042, 18424.2
OVERDRAFTS. ..ottt 8047
OVERPAYMENTS

Collection of .......ccccviviiiecce e 8776.5-76.7

PAPER AND PRINTED MATTER, PURCHASES ................ 3690
PARCEL DELIVERY (See DELIVERY SERVICES, PARCELS)

PARKING

Charges, Reimbursements for...........ccococvvvvniinenninnnne. 0755

Employee Parking .................. ..4118

Loading Dock Areas............... ...1330.4

Parking Lots, Maintenance of. ..1330

Vehicle Home Storage..........ccovvvveiininicnnneicinnes 4109
PAY

Periods, Beginning and Ending Dates ..............c.cccceerunne. 8512

Plan, State.........cccveriririieeiesssss e 8510
PAYROLLS ..ottt 8500 et seq.

Collection of Overpayment......... 8776.5-76.7, 11072.2-72.22

DiSBUISEMENTS ......cvvvviiircriree e 8421, 8451

Expenditure Accounting.. ..8590 et seq

Expenditure REQISLEN .........cccooiviirieiiinee e 8361

Warrant Registers...... ...8361
PERIODICALS AND BOOKS, PURCHASE OF.........ccccceuu.. 3691
PERSONAL PROPERTY

Claims for Damage t0..........cceevrnricininnciiesecc e

Sundry, Private TrUSES .........coceeerirneeninereenenes
PERSONNEL.......cocoiiiiiirieieieieieesrss e

EXempt ..o

General Procedures, Payroll ......

Help Wanted Advertisements
Personal Services

Quarterly AHOtMENES .....coovveireceee e 8341
Personnel Management..............coouveeueiinineneninnn. 5305.4
Personnel-Year, When Billing for Services..................... 8740

Positions, Certification for Payment........ ..6521
Release of Warrants Designation...... 8477.1
SEIVICE AWAITS ....c.voviviiiiiieciisie et 4700

PETROLEUM PRODUCTS
(See FUEL & PETROLEUM PRODUCTS)

PETTY CASH FUNDS (See REVOLVING FUND (OFFICE))
PHYSICAL EXAMINATIONS, FEES..........ccoooiniiienn. 0191-92

PHYSICAL INVENTORIES, INSTITUTIONAL STORES. 10860
Rev. 424
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PHYSICALLY HANDICAPPED (See HANDICAPPED)

PILOT QUALIFICATIONS........oiiiiiiimieriiereninissseseieeeenes 0747
PLAN REVIEW ..ottt 1456.2
PLANNING

Long-Range FacCilities...........cocoveveriinceninceiee 1310.3

Metropolitan Areas.........ccoeovveieerieiine e 1310.3
PLANS ..o

Agency Information Management Strategy

........................................ 4819.31-.42, 4900.1-.03, 4925

Of Financial Adjustments...........c.ccceeeveene 8452, 8452.2, 8715

Organization, Approval of ....

Statewide Planning ............cc.c..... .

Telecommunications, Review Of.............cccccovvvvnnnne 4525.1
POLICIES

Architectural Revolving Fund.............coccooviiiicinnne

Authority for Form 23 Review ....

Request for Form 23 Review....... .

Request for Project Undertaking..........ccccocvveenirininene.
POLYCHLORINATED BIPHENYLS PROGRAMS ......... 1327.13

POOL VEHICLES (See VEHICLE, STATE-OWNED)

POOLED MONEY INVESTMENT BOARD..........cccoververuenn. 7350

PORTFOLIO MANAGEMENT.......cccoiiiiiieieieieie s 1310.3

POSITION(S)
BIanKet ......cvvoviiieicececec e 6439, 6518
Code NUMDBEIS ..o 8533
DOWNGrading ....c.cvvveviiiiiireiciriree e 6406
Established... .6521, 8531
Exempt ............ ..0400-22.1
Personal SErVICES........cccviveiierieiriee et 6403
ReclassifiCation..........ccccveeirerieireee e 6406
Salaries and Wages. .8341-41.1
Schedule .......ccocvenvenee. ..6424-6429
Vacant Position REPOI ..........cceeiririreiienieee s 6445

POSTCARDS (See CARDS)

POSTAGE ...ttt 8115
PUIChASE OF ......coviviiiiececece e 8115

POWER OF ATTORNEY-REVOLVING FUNDS.................. 8160

PREVENTIVE MAINTENANCE
(See VEHICLES, STATE-OWNED)

PRICE LIST AND CATALOG, CENTRAL STORES............. 3542
PRINTING ...ttt 2800 et seq.

AAVEILISING ..o 2825
Brochure, Pamphlet and Poster Printing 2820
Computerized Addressing Services .... ....2820
Copying and DUpPlicating...........ccoveeeireninc i 2850
Costs2810, 2860

Desktop PUbliShing..........cccccoiviininiiiesecccs 2820
Dup. and Repro. Services ................... 8752-52.1
Electronic Publishing (Disk or Internet) ...........cccccovveene 2820
Estimates ..... ....2810
Forms Printing.................. 2820
Interagency Mail Service................ 2820
Legislative Printing and Distribution.. 2820
Mass Mailing..........ccccoevenee. ....2820
Master Service AgreemMeNts.........cveeveereeseriseneiesenenes 2820
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Ordering FOMM.......cooviiieiicise e s 2810

PRIt BUYING ... 2820

Prison Industry Authority . 2850, 2855, 2860, 2865

Publication Printing ... 2820

Quick Printing ...... ..2820

SChedUIING ..o 2810

Services or Supplies,

Authorization for .........ccccoeevinniiciiinne 3571, 8472.1

Stationery Printing

UNion Label.........ooeiiiiiciiicicceen
PRIVACY LAWS AND REGULATIONS..........cccoeevevererinnnns 1745
PRIVACY ..ot 5310

PRIVATELY OWNED AUTOMOBILES
(See VEHICLES PRIVATELY OWNED)

PRIVATE TRUSTS ... 19420-25.3

PRISON INDUSTRY AUTHORITY
AULNOTILY .o 8476
PriNtING....cceiie e 2850, et seq.
PUFCNESES.....c.oviciiiiiicic e 3505

PROCUREMENT
INErOAUCEION ..o 5200
AcCQUISITION Phase.........ccoveiiiniiiiineeeseeee 5230.2
Acquisition Planning ...........cccovviiiinniicnnicie, 5230.1
Authorization of Agreements .
Certification..........cccoveeinnniiiccn
Department of Finance Review of
Procurement DOCUMENES..........covvreriririreeeererereieeeienennas
EXEMPLioN .....ccoovviriicnee
Leveraged Procurement Agreements .
Uniform Standards ...........ccccoeovrniieninneennseene
Post-Award ACHIVItY ..........coceviiriicininscrieecas
Principles for IT Procurement ... .
Public Policy Consideration ......
Responsibilities and AUthOrity .........c.ccoeeervreeieriiineen.
Uniform Standards .............cccovviiinnicinncccees
Office of .....ccoe.e.
Area Offices ..
SEIVICES ..ottt s

PRODUCE STORES
Institutional Accounting ...........ccccoevvreveecene 10822, 10920-94

PROFESSIONAL POLICY ..ot 1456.2

PROGRAM CHANGE
Letter Of NECESSITY......cvrrvririiiriirieeiee e 6536

PROGRAM PURPOSE
CONSEIUCLION SEIVICES ....c.eiiicieiiiieieie e 1454
Design Services ..1452
Regulation Services

PROJECT MANAGEMENT ..ot 1315

PROJECT MANAGEMENT METHODOLOGY-SEE CALIFORNIA
PROJECT MANAGEMENT METHODOLOGY (CA-PMM)

PROJECT PLANNING
Architectural Planning............ccccoevvnieinnncccnnnenenn
Cost Control Engineering
RevView Of PIans..........ccovieiinniiicencecee
PROJECT UNDERTAKING, REQUEST FOR........cccccevnnn. 1452.2
Agencies Exempt From ReVIEW ..........ccccvvineineninnne 1452.2
FOrm 23 ..o ..1321.12, 1452.
POHICIES ..o 1452.2
PROPERTY (See also REAL PROPERTY)
ACCOUNEING ..cvvcie e 8600
Acquisition (Real EState).........cccoevreiininiiiieinceenns 8705
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ClIaSSES OF ..o
Damage to ...
Disposal...........
Federal Surplus.......

Information Security ..
Journal Entries..........ccccooune.
Ledger, Subsidiary Records..
Lost, Stolen or Destroyed .....
Management...........cc.ccovenenne
Reconciliations....
Records............

Reports .....
Reutilization ...

SCraPPEU ...t

Survey Report (Form STD. 152) ....
LivestocK .......cccccvvvrrerenen.
Vehicle Disposal...

TrANSTEN .o

PROPERTY SURVEY BOARD.......ccccovoiiiiniiiiciniiee 3520.3

PRO RATA GENERAL
ADMINISTRATIVE CHARGES.........ccccoviiiireie 8754

PUBLIC INFORMATION (See INFORMATION)

PUBLIC WORKS BOARD
Preliminary Plans, Approval of ...........ccccconiiiinniieens
Real Property Acquisitions..........
Working Drawings, Approval of

PUBLIC WORKS PROJECTS
Appropriations.........ccccoveeenene.
Design and ConStruCtion.............ccoeevevereerinncinininnenene.
Disbursements .
RESD Form 23

PUBLICATION OF REGULATIONS (See REGULATIONS)

PUBLICATION(S)
ACCOUNEING TO ...t 8785
Administrative Regulations ... 0530
Definition of .........ccccvevvenenne
Distribution for Libraries..
Exception to Definition............cccevevieneieninncicnceeenn,
Federal, Purchase of .........c.ccooviviiiiiciccc e
Libraries (See LIBRARY DISTRIBUTION ACT)
Publications and DOCUMENLS..........ccerveverierieerinerieesienees 3120
PUIChASe OF .......cooveiieicccccec s 3571
State Administrative Manual .............ccccocveeiiiennne 0001-0030
SUDSCIIPLIONS ...t 3690-91
PURCHASE AND EXPENSE CLAIMS,
DISBURSEMENTS .....ociiiiiiiice e 8422
PURCHASE ESTIMATE (Form STD. 66)
Estimating Quarterly..........ccccovveoininneiciniccieeens 10806
ReqUISTLIONING ...vcveviieiieceeeee e 3550
PURCHASE ORDER......ccccoitiietiiicieeee et 3565
INSEIEULION .ot 10807

PURCHASE ORDER CHANGE
(Form GSOP 7).......
Sub-Purchase Order
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PURCHASE(S) . .cvvevevieisieeseiee e 3500 et seq.
AlCOhOl, TaX FIEE.....ecvviicievieciece e 3661.3

Bookkeeping Machines .................... ..3678
Centralized Purchasing, Relief from. ..3500
Contracts, Centralized Purchasing...........ccccoeevevnvccnenene 3500
Delegated Purchasing ................... 3506, 3571-71.1
Delivery COmMMItMENts .........coovveeirinieeninseeeiee 3511.2
Fresh Produce..........ccoocvviiccnniciie, 10807.1
Improper Ordering on Sub-Purchase Orders.................... 3572
Installment & Lease/Purchase Accounting..... ..8632
Institutional StOres...........cccoeeevriririrnnnnns 10808
Light GIODES ..o 3631
Limit....coovvnnee. 3500, 3571-71.2
Delegated........cooviriinereiee e 3506
Pencils, etc., for Employee Use..... ..3676
POSEAGE ...t 8115
Printing (See PRINTING REQUISITION)
Prohibited Practices...........ccoccvviviicininiiiiiecc 3504
PUBHCALIONS ... 8114
Requisitioning Procedure ...........ccccoceovereincnciennen 3550-58
-Q-
QUALITY, CODE DEVELOPMENT ......ccoeovieiriiieiirieinn 1456.2
“R-
RATE, AGREEMENTS, FREIGHT SHIPMENTS ....... 3801, 3885
REAL PROPERTY
ACQUISITION ... s 1323.12
Appraisal
Easements...
Gifts ...........
Inventory .
Leasing State-Owned Property to Others...................... 1323.1
Posting of State Property ...........ccc.......
Proactive Asset Management .
Real EState SErVICES .........coviiiriiereierererererere s
Relocation ASSIStANCE ........c.ovvveiiriieiciircecec s
Statewide Real Property Inventory
Surplus State Lands.........cccoveeeiiniciinnecrcnee
Transfer of Control and Possession Between
State AGENCIES ......c.ceiririciiiiicc e 1323.12
RECEIPTS
Cash Transactions..........cccovvveeirnieinnseeeece e 8020
Institutional Stores Accounting ..........cccoceveeeereenn 10821-23
Private TrUSES........covvvirieiiieicie e 19420
RECONCILIATIONS

Agency Account Balances with SCO Balances.............7921
Bond and Treasury Sys. Accts...

Office Revolving Funds............. 7922, 8193

Property......oouieiiii 7924

TYPES OF e 7920
RECONCILIATIONS AND REPORTS .......ccccoovvvnnnnee 7900 et seq.
RECORDING SERVICE ESTIMATE

ADVANCES ...ttt 8471.23-71.61
RECORDS

ACCOUNEING ...cvceieiciece e

Employee Attendance..

Farm ProduCES ..........ccevviiicininiciecce e

Stock, Institutional Stores...................... 10851-52, 10860-61

Subsidiary, ACCOUNLING ......coovvvvieirirneiiireee e 7800-32

RECORDS MANAGEMENT
Abolished Organizations
ASSISEANCE. ..ottt
Biennial Progress Report on

Records Management ...........cccovveeinnnceninnicnnns
Development/Implementation
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Electronic RECOIUS..........cocviviiiieieierireree e 1600
Establish/Administer ..... ....1602
Forms Management.... .. 1700-50
Government Codes ............ccvunee. ....1602
Guidelines, Fact Sheets, Handouts.............cccocoveeernenens 1695
Information Security................ceeenennnt. ...5300 et seq.
Management Practices/Recommendations...............c.ce.... 1614
Obsolete ReCOrdS........cocevvverreneiinienns ...1611
PUBlIC RECOTTS.......ocviiiiiiciccce e 1602
Records Disposal.... .1602, 1611
Transfer of CUStOAY ........coeiriiieeirirrceeeee s 1687
RECYCLE
Garbage ColleCtion..........cccoveiierinieneincreee e 1900-60
Paper (WHIte) .......ooveviiiirice e
Recycle, Project..
RECYCIING.....vivieiiiee s
REFUND(S)
ACCOUNEING FOF ..o 8240
Cash Accounts. ....8095
Claims ............. ...8424
Gasoline Tax.... .8745.5
Revenue.........ccoevevcvvnenne ....8240
Unused Services, Claims for. ...11073.2
Utility Services LiNeS ... 8750
REGISTER, BOOKS OF ORIGINAL ENTRY, ACCTG. ....... 7222
REGULATIONS, OFFICE OF
(See EXECUTIVE ORDER) .....c.cvvvvviiiiriiiririrens 1456-1456.3

REGULATION SERVICES, OFFICE OF
(0] 1 - To! £ TSP
Functions .
Internet, LOCAtION .......ccovveieivieiceecc e
Program PUMPOSE ........ccoviiiiniiiinincs s
Publications............ .
Statutory Authority

REIMBURSEMENTS

Advances for Travel EXPenses.........occeovvvnrecinneecinenns 8117
Budgeting for.........c.cccovennnnen. .

Cash Purchase Funds. .
Classification Of .........cccveieiirirn s
Crediting Of ..o
Interagency Services.. .
Mileage........ccccoervnnnee .
NonN-State EMPIOYEE.........ceiiriririiiicieeieesseeeeiene

RENTAL PAYMENTS ..ottt
REORGANIZATION. ..ottt 0130
REPORTS. ..o 7900 et seq.
RESEARCH GRANTS (See GRANTS)
RETIREMENT FUND(S)

List of Retirement Funds

Offset-Retirement............. .
Payroll FUNCLIONS...........coiiiiieccee e

RETURN ADDRESSES (See CORRESPONDENCE)

RETURN OF STOCK .....ocoiiieiiteiceiietesieiete e 3543.4
RETURNABLE CONTAINERS.......c.cooiiieeieececeeeeeeenns 8765
REVENUE
Accounts, SUDSIIANY .........ccorvevverieereeeesee e 8212-13
Statements OF .......cccovviiiicie e 7956

REVERSION (See APPROPRIATIONS)
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REVOLVING FUND (OFFICE)

Accountability ........... 8100-93, 8111.2, 8112.6, 8121.1, 8130
Accounting and Cash BOOK ............cccceevirriinenncnns 8190-93
Advances
Cash Purchase FUNds..........c.ccoooevineincninnnnn. 8112-12.5
INVOICES ... 8112.2
Reimbursements . 8112.5
SAlANY ..o 8595
TrAVEL .o 8116-17
U.S. Agency-Working Fund ...........cccoceceinnnnennns 8122
Augmentation..........cccoceeeeenennenns .
Cash, Ledger Account
Claims for Reimbursement............ccocooveriiineieneneienne 8170
CUSEOTIAN. ... e 8130
DefiCienCies......cocoveeieiieiiicee ..8072
Disbursement Voucher (Form STD. 438) ..8140
Endorsements (Power of Attorney) .........ccoceeevevvnernennns 8160
Establishing of ..o
Establishing Funds for............... .

Institution Cash Payment Fund
Invoices Scheduled for Reimbursement
DiscouNnt INVOICES ......c.cvvvrieiiiriiniceiieee e
Reimb. Voucher & Invoice Recording
Replenish Cash Purchase Fund...........
Office Revolving FUNS..........cccccovviceninneiiines
Payment Authorization for
Discount INVOICES ........ccooviveiriniiiiiiiec s 8113
RegiStration FEeS .........ccovveiririnieieee s 8120
Petty Cash Funds
Cash Fund (INSItUtiON) .....cocoveveieiiceneceen 8121
Change FUNS ........cccoviveeininiicccae 8111-12.1

REVOLVING FUND (OFFICE) Cont.
Petty Cash Funds (Cont.)

SNOMAGES ..ot 8072
Purchase of
Bank Drafts..........cccccoveviiiiicie e 8123

Postage ........ccoceevene .
Publications, Federal ............ccocoeveviieeievieieieenens 8114
Reconciliations.. 7922, 8193Reimbursement, Claim Schedule
Salaryxé\./.z;ﬁ.éé ...............................................
SNOMAGES N ... e

REVOLVING FUND (SERVICE-GENERAL SERVICES)
AGVANCES .....ovviviviieie ettt e e aeneas 8471.63
Advances and Estimates .. ...8471.1-71.23

ATCHITECTUE ... 1452.2
Billing for SErvices..........cocovvviiiinnicnicicee 8471.24
Direct Transfer for SErvices...........ocovvveeeenirnennnnn. 8471.13
INVOICES ... ....8471.24, 8471.44, 8471.63
Preparing Service EStimates ..........ccoceeverivreecnnniennn. 8471.41
Processing Claims for..........cccocceoiinicinnicnine, 8471.63
Recording ENtries ..o 8471.42
Recording Estimates........ .8471.61-71.62
Returning Unused Balance............ccocoveninrnecnninen. 8471.64
Revising EStIMates ... 8471.43
Service Revolving Fund ..........cccovveiinnnnenne 8471.1-71.25
RISK MANAGEMENT (SECUFity) .....ovvoorveerrrerrreeenne. 5300 et seq.

ROBBERIES (See CRIMES)

ROUNDING FIGURES.......ccocoiiiiiicinncreeeec 8299.1
_S—
SAFES AND VAULTS ..ottt 8024
Placement of for Security Reasons.........c.ccccoeevvrcnnnne. 8025
SAFETY
Construction of School and Hospital .............ccccccevenee. 1454.2
Operation of Vehicle ............cccovneennne. 0750.1-54
Requirements for Privately Owned Vehicle .................... 0753
Rev. 424
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Standards for State-Owned Vehicles ............c......... 3622-22.4

Structural Safety .

SUGGESTIONS. ...ttt s
SALARY

AAVANCE. ...t 8580.4, 8595

Allotments, Budget Control............occeverrneeinnnceenns 8341

Billing for Services............... ....8740

Budget-Schedule 8. .. 6424-29

EXEMPL oo 0400-22.1

Farming OPerations ...........ccoevvreeeennieeenenesseenseieiens

Hourly Rate for Services ..

Judgment Against.............. .

SAVINGS .t

Warrants

Deceased EMPIOYEES ........cccceovveviieineieinieneeines 8477.1
Distribution of ... 8580-80.

SALE

PUBIIC. ...ttt 3520.7

Real Property.......ccccovviecinnscnenens .1323

Surplus Products, Farming Operations .. ..10950

Surplus Products, Office........ccouvreiennnreiineeees 3520.4
SAVINGS ACCOUNTS, TRUST AND AGENCY FUNDS

BaANKS. ..o 19462

Savings and LOAN .........cccovviioiiireeinccieeeee 19463

SCHEDULE (See BUDGET, Schedule)

SEAT BELTS AND HARNESSES
(See VEHICLES, STATE-OWNED)

SEAT COVERS, AUTOMOBILE (See VEHICLES, STATE-

OWNED)
SECURITY

Accounts, TIEASUICT S .......eeverveireriinieiieieie st seeeenee s

Depositor’s .......ccoveveene.

Information Technology

Investments of Trust MONEYS..........ccccoeivnrerenineniceenns 19464

REGISTEN ... v 10564, 19422
SEISMIC BUILDING PROGRAM.......covvririiiicicicieienenenas 1327.1
SEISMIC CERTIFICATION .....covirrinriieeceicicienennas 1321.18
SELLER’S PERMIT ..ottt 8721

SEPARATION OF DUTIES (See DUTIES, SEPARATION OF)
SERVICE AWARDS (See PERSONNEL)

SERVICE REVOLVING FUND
(See REVOLVING FUND SERVICE)

SERVICE(S)

Architectural and Construction............cccceeeveene 1450-1456.3
Automotive Equipment InSpection ............ccccceevvrveenne. 4113
Billing for Services (General).............. 8740, 8753-58.1
Buildings and Grounds Maintenance.............c.ccceoeeveveueene 1330

Billing for .......cccoovvviininnnn. .1330.1
Copier Maintenance....... ....2130
Direct Transfer by DGS.......cccooviiiiiniiccnniccens 8471.13
Duplicating and Reproduction

(See REPRODUCTION)
EMErgency SErviCe ........ococeiriirineine e 6560
Employees................ 11000 et seq.
Grounds Maintenance. ... 1330
Interagency Administrative Costs 8758, 8758.1
Medical and Hospital................... ..0190, 0482.5
Motor Vehicle REPAIr.........cccovveeiiniiiecncceeine 2430
Provided by Department of

General SErviCeS.......ooeeerrnieiiieeieeens 8471.1-71.25

Shipping (See TELECOMMUNICATIONS)
To other than State Agencies
To Tenants
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SHORTAGE

Budget DefiCIeNCIES..........vcveveririririieiieereeeeies 6536

RevoIVINg FUND. ..o 8072
SICK LEAVE AND VACATION RECORDS ........cccccovrenene. 8539
SIGNATURE CARDS (Also see CARDS).......ccccovrrrerenn. 8001.2
SMALL BUSINESS

PUICNESE ... 3571
SMOKING

Ban on Smoking in State-owned or Leased Space........ 1330.5
SPACE

ACHION REGUEST ......vcviiiicieiiice e 6453

AlOWANCES ... 1321.14

Interior Space Planning and Design............coceeerinrerenns 1320

Office and Warehouse Facilities (See LEASE)
SPECIAL ..o

Acts of Service (See MERIT AWARD PROGRAM)

Deposit Fund................. 18420, 18424.5-424.7Purpose Trusts

.............................................................................. 19440

SPECIAL ACCOUNTS

(See OTHER GOVERNMENTAL COST FUNDS)
SPECIAL PROGRAMS.......coiiiiieiit e 1452.4
SPECIAL PROJECTS ... .ottt 1456.2
SPECIALIZED TRAINING (See TRAINING)
STATE ADMINISTRATIVE MANUAL (See MANUALS)
STATE ARCHIVES ..o 1614, 1673.1

STATE BOARD OF CONTROL (See BOARD OF CONTROL)
STATE BONDS, ACCOUNTS.......cccoviiiiiiiiiices 8931-32

STATE BUILDINGS
Building Maintenance ...........cocoveeioinneicnnncieeeenes
Charges for Services..........c.ccccevrvnee.
Display of Art, Posters and Notices..
Grounds Maintenance.............cccoe....
Service Information...........cccoeeveveinnnee. .
Use Outside of Regular Working Hours....................... 1330.3

STATE COMPENSATION INSURANCE FUND
(See INSURANCE)

STATE CONTRACTING MANUAL......ccociiiinirciies 1205

STATE CONTROLLER’S ACCOUNTS
(See CONTROLLER, STATE)

STATE PRICE SCHEDULES .........ccoooiiiiiiiiiis 3531-33
STATE TREASURY SYSTEM......cccoovviiiiiiicc 8001, 8890

STATE TREASURER’S ACCOUNTS
(See TREASURER, STATE)

STATEMENT OF
OPEIALIONS ...t s
Financial Condition .. .
Fund Condition..........cccceveeeieiieieee e
REVENUE. ......oiieiice et

STATEMENTS, BANK ......ccoooiiiiiiiiiiiiie
STATEWIDE COST ALLOCATION PLAN ......cccccveviiiiinne 8755

STATEWIDE PLANNING........cccoiiniinireiccsnne 1100 et seq.

Rev. 424
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STATIONERY
LetterN@ad.......ccoevveiiiiieicee e 2820
PriNting OF ..o 2820
STATISTICAL RECORDS FOR PROPERTY
ACCOUNTING......coiviiiiriiciiitee e 8660
STATUTORY AUTHORITY
CONSLIUCLION SEIVICES ....c.vevieeiieieirieieie e 1454.1
DESIGN SEIVICES .....vvviiiicii e 1452.1
Regulation Services.........cccooviirireiine e 1456.1
STOCK RECEIVED REPORT
(Form STD. 106) ............ 8422.20, 10808-10822.1, 10872-73
STOCK RECORDS,
INSTITUTE STORES.......coovviviiiiinns 10851-52, 10860.1

STOLEN (See LOST, STOLEN OR DESTROYED)

STOP PAYMENT REQUEST (Form STD. 432)............... 8044-46
STORAGE ...ttt ettt nns
Bills, AUt OF ........ooeiiiiciece e 3851
Household EffeCtS.........cccoevviiiieiicise e 3822
RECOIAS.....ecveevieieciecte ettt 1680

STYLE MANUAL (See PRINTING)
SUBPOENAED WITNESS, ABSENCE FOR (See TIME OFF)

SUB-PURCHASE ORDER

(Form STD. 40A) ..ot 3570-75.1, 8422.103
SUBROGATION RECEIPTS ..o 8775
SUBSIDIARY RECORDS (ACCOUNTING) .............. 7800 et seq.
SUBSIDIARY REVENUE ACCOUNTS ........cccovviiiinne 8212-15
SUB-STANDARD COMMODITIES ........ccccviiiiiiiiinns 3510.4
SUB-STOREROOMS. ..........ccooiiiiiiiiiicccc 10831.1
SUCCESSFUL PLAN REVIEW........cccoviiiiiiiiiiiis 1456.3

SUGGESTIONS, EMPLOYEE (See MERIT AWARD)

SUPPLIES

Accounting, Institutional ............cccoovreiinnnnns 10800-892
Blanket Estimates..............
Catalog and Price List .
Deliveries from Material Services ..........c.cococeevvrierene. 3543.2
LEAGET vttt 7818
Ordering from Material Serv. Sec ..3543-43.1
Produced, Stock Records..........ccccouvveveeeninerinencnn 10920-980
Stock Received

Report.......cccovvnene. 8422.20, 10808-10822.1, 10872-73
Warehousing and INVentory ............cocceeevvnecnnnnnnes 3535-36

SURETY BONDS (See INSURANCE-SECURITY BONDS)

SURPLUS
Data Processing EQUIPMENt .........cccoovveeernniciinneiene 5903
Disposal
Farm Products, Sale of.........c.ccoovevivviviiieiececece, 10950
Heavy EQUIPMENt .......c..coiiiriiirce e 3615
Information Security..........ccceveneee. 5300 et seq
Information Technology Equipment............cccccvenee 5901-03
Information Technology Supplies..........c.cccoeeiinnee 5951-53
Money Investment FUNd...........ccoooveiiinnieneiiciene 8284.1
Office Equipment ..........
Property, Purchases ...
Property, UtIZation ...........cccovviiiiniicccceiee
State LandsS ........cccovvviiiciiiree e
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SURVEY REPORT, PROPERTY .....cccceovmimimireriirnrrrrirenene 3520.3
T-
TAX
Federal
Exemption, Motor Vehicle Fuel ............c.cccccoene. 8745.5
Exemption, Purchases........... ....3574.1, 358
Use Tax on Civil Aircraft ..o 8737
Income Tax, Withholding.............. .8572.1-4

MOVING EXPENSE......cveviiiieniririeieiee st 8572.1
Personal Property ..... ....3574.6, 873
Refunds, Gasoline ...........cccovreenn. .8745.1-455

Reportable Payments to Individuals ............ccccocevnee 8422.19
Sales & Use TaX ....cccouerererernrnrnrnennns 3574.2-74.5,8720-35.4

Non Taxable Sales...........c.cccevvviiiiiiiciiiiins 8722
UL USEI™S oot 8422.11
Withholding.......cccoooeviicciciiiinn, 8572, 8572.1-.2, 8572.5

TAXI SERVICE (See VEHICLE, COMMERCIAL)

TD SERVICES.....coiiiiiiiieeeet s 4540
TEACHERS' RETIREMENT SYSTEM (See RETIREMENT)
TELECOMMUNICATIONS (See Chapter 4500 Index)
TELEPHONES (See TELECOMMUNICATIONS)

TELEPHONE DIRECTORY, STATE ... 4550

TEMPORARY DISABILITY COMPENSATION
(See INSURANCE)

THEFT (See LOST, STOLEN OR DESTROYED)

TERMS AND DEFINITIONS ......cocooviiiiiieeeessssernenenes 1710
TIME OFF
EXPErt WItNESS .......c.cvviiiiieiriicicsecc e 8594.2
HOIIAYS ..o 8740
JUPY DULY .o 8594
Subpoenaed Witness.... .
Travel Status, While 0N ........coooviiinieieecsssnnnes 0726
When Charging for Employee Services...........ccccevevenee. 8740
TORT LIABILITY
Accident INVeStigation...........cccocoveieriinsennreceeenen 2455
Budget.................. ..6472
Payment Procedure............ooueeininineeninneecceeice s 8712
TRADING STAMPS ..ottt 3613
TRANSPORTATION MANAGEMENT.
Agency ASSISEANCE .......cccovvvveeinenae
Forwarding Bills for Approval ...........ccccocenniiniinnnnene.
TRAINING
CONVENLIONS. .....covieiieeieieieieiest s 0724
DIV ..t 0750.1
Employee Development for Information Technology .....4854
CONVENLIONS.......ocviiiiiiicicicee e
Out-of-State Travel...........cococevviviiciniiciecs
Registration Fees..................
Information Security and Privacy
TRANSFER(S)
Budget AHOtMENt .......coveeieieiee e 6539, 8324
Controller’s ......coevevvunenne .8451-60, 8830
Equipment within a Fund .............cccconiiinnnices 8640
Surplus Property.............. ...3520.4
VENICIE ... 4112

TRANSMITTAL OF CORRESPONDENCE,
GOVERNOR’S OFFICE.........cccoviiiiiiiiiiinns 0211-11.2

Rev. 424
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TRASH (RECYCLING).....ccoiiiiiriiriiiee e 1900-1960
TRAVEL ...t 0700 et seq.
AAVaNCE........cocveieieieiieins ...8116-17, 8180

Advance Approval to Travel...........coccocovriiiciinnccennn 0760
Aircraft, By ..o ....0740

Use Tax on Civil Aircraft ... 8737
Audit of Transportation Invoices.

AUtomobile, BY ......cccoiriiii 0750
Bordering States ........ccoveveireiinereisereeseens ....0710
Conventions, Conferences, or Business Meetings ........... 0724
Credit Cards........coovveveeeeineeseeeene 3629, 8711.1-11.2
Deceased Employees, Return to
HEAAQUANTErS.......cveeeeiieeee s 0772
Agency Verification..... .8711.3

Extra Hours, Credit for..........cccooveiiieicii e 8540

INSUFaNCe ....oovvevververiennene .0746, 2420
NoN-State EMPIOYEES .........covvueiiiriiinie e 0774
Out-of-Country........... ....0760
Out-of-State......... ....0760

Per DieM.....ccccoovevvvevcrernnn, ...0721
Public Transportation, Use of . 4117
Relocation AHOWANCES ........cccevveeviereierieeceieeseesenns 3829
Rental Cars, Commercial.........cccccvevveeviervserieiesieinnens 4117.2
Time Off During Travel Status.... ....0726
Travel Log (Form STD. 273)....... ....4107
Vehicle Use Determination............cccooeeveinennenencnnennns 0750

TREASURER, STATE

ACCOUNES ...t
Bond Accounts .
ManagemMeNt .........cccociiiiiiiiiiic e
Organizations for Fiscal Management ...........c.c.ccceeervnenes 7330
TREASURER’S
ACCOUNTABILITY LEDGER......c.cccccvvvrierinene. 8900-32
TRIAL BALANCES ..ot 7962
TRUST
Agency Trust Fund Cash ..o 8090.1
DepoSits LEAGET ..o 19421
Inmate’s Personal Property........... 19421.3, 19425.2-19425.3
INVESTMENTS......ocoiviiiicic e 19460-64
Private (Money Securities &
Personal Property) .......cocoeeeiernnnecnnnenens 19420-24
Special Deposit FUNd...........ccccoviiieinnciiccc 18420
SpeCial PUIPOSE ....c.cveveiiiiicieiieieeee e 19440
Trust & Agency Funds
Bank ACCOUNES........covirrrrirerieeecccceeeenenenns
Federal .......cooeiiniciiiiec e
Non-Treasury....
Savings & Loan
Other ..o
Unclaimed MONeys..........cooccevirreiieinnencnn.

TYPEWRITERS (See OFFICE EQUIPMENT)

—U-
UNDERGROUND STORAGE TANKS PROGRAM......... 1327.14
UNDERPAYMENTS & OVERPAYMENTS, INCOME......... 8241

UNEMPLOYMENT INSURANCE (See INSURANCE)

UNIFORM SYSTEM OF ACCOUNTING,
INTRODUCTION .....cooiiiiiiriiniieeneeee e 7110-7150

UNION LABEL (See Printing)
UNSIGNED CHECKS......c.ootiiiiiiiciciceeeee s 8036
USE TAX (See TAX)

DECEMBER 2013



SAM—SUBJECT INDEX

UTILITY BILLS, CONSOLIDATION OF
REMITTANCES. ... 8422.110

UTILITY SERVICE LINES, CONTINGENCY REFUNDS ...8750

V-
VAULTS AND SAFES......c.ccooiiiiiiii 8024-25

VEHICLES, PROPERTY REUTILIZATION
General Services, Department of ...........cccceoveinincinnnne. 4112

VEHICLE, COMMERCIAL
ACQUISITION ...t
Automobile Rental .................
Damage, Reimbursement for ..
INSUrANCe COVEIAgE ......cveviviiiiiieireieie st

VEHICLES, PRIVATELY OWNED

Accident REPOItiNg........cocvrerieeneinieee e 2440

AUthOrization t0 USE.........cceoiviririeiniriicneee e 0753
VEHICLES, PRIVATELY OWNED Cont.

Damage, Reimbursement for...........ccccooevvreninnene 0757, 2541.1

Insurance and Safety Requirements............cccccevvrreenne 0753

INSUFaNCe ..o ..2420
Mileage Rates.... .0754
Motorcycle ........ ..0759
Parking Charges ...........ccocoirrueueinninieensesseeeeseiee s 0755
Use 0n State BUSINESS..........cccovrriviiiiiiicirneiens 0750-55
VEHICLES, STATE-OWNED

Accident Reporting...........ccoeoevvvererernnenes 2440, 8777.1-77.2
Acquisition

Annual INVENTOTY ......c.ceiiiiiinee e 4114
AUCLIONS .. 4111
Automotive Equipment, Purchase of .............c.ccceeeuee 3620-29
Credit Card USe........cocevvrernvriennnnnn 3629, 3590.1-90.5,4108
Damages t0.....cc.evvvveiiireisereee e 8777.1-77.2
Definition ......cccovviviiiiiiicc e 2520.1
DispOsal OF ......ccovviiiieiiiceee e 4111
Fleet Vehicle, Typical ........ccoeovviiiiiiiiieec e, 3620.1
Fuel and Petroleum Products..............ccccccevverernnnnnn. 3681-89.
Glass and Windshield Replacement.............ccccoecininne. 4115
Handicapped, Equipped for ...........c........ ..4100

Home-to-Office Use of and Home Storage.. ..4109
1dentification ..o
INSPECLION ...
Insurance..............
Liability Insurance .
MaINTENANCE ...t
Maintenance Standards............cocoeeeeniecinncnieenes 4101
Misuse Of ........ccceeenne
Modification..
P00l VENICIES......cocviiiiiiicc e
Charges fOr.......c.ciiiiiciice e
Preventive Maintenance ...........cccovveeninersencienieice s 4101
Purchase .......c.cccceeevns ..4110-12, 6220
Responsibility for ..., 4100 et seq.
Safety Standards..........cccovveiiiiniccince 3622-22.4
Special PaSSENGEr .........coviriirireiieeee e 3620.2
Surplus ... ..4113
TrAVEL LOGS «..eeevieeieieeieeseee e 4107
Use Private/State-OWned............occeverinnecninncncsnnes 0750
Usage Report.........cccoeovvennnne .4106
Utilization, Responsibility for ... ..4105
Window Decals and InSignia...........coceovereeeicnncnninnns 4115
VENDING MACHINES. ..o 1322.1
VERIFICATION OF ACCOUNT BALANCES. .........ccoovune. 7921
VOUCHERS, PURCHASE AND EXPENSE CLAIMS
FILED WITH STATE CONTROLLER........cccccoeerirnnnne 8422
Rev. 424

Page 19 SUBJECT INDEX

~W-—
WAGES (See SALARY)
WAREHOUSING, EQUIPMENT ..ot 3536
WAREHOUSE FACILITIES......cooiiiiiiieeieeee i 1322.1
WAREHOUSING, SUPPLIES........ccooniiirernincneieeeins 3535
WARRANTIES, MANUFACTURER’S

EQUIPMENT ... 3515
WARRANTS

Alteration or FOrgery .......ccocoiinivinenieicneeee e 8041.1

Canceled................. .8042, 8281,8580.5, 8830, 18424.

Check Drawn.................. ....8041
Check Signing Machine............... ....8081
Check Signing Rubber Stamps ..........cccveriennieneinenns 8082
Checks Received, General Handling
INSEPUCEIONS ..ot 8020-99
Check StOCK........ccoviirieirreccece e 3696.1-96.3
Deceased EMPIOYEE.........cccovrviviiiiiiciicce 8477.1
Delivery of Claim or Invoice,
Payment for ... 8041.2, 8422.6
Deceased Employee, Payable to ...........ccccccoeenee. 8477.1
Salary Warrants ...,
Disbursement by Controller..
Dishonored Checks...............
Disposal of Check StocK..........coveviriineieninicciieiene
Employee Separations ...,
Endorsements ................

Erroneously Issued ....
Forged Endorsements

Loss of Blank Check StocK...........coovveeiiinnciiiiniineens

Lost or Destroyed State-Issued Checks.......8044, 8426.1-26.2
Ordering Paper Stock Checks..........ccccovvreierenne. 3696.1-96.3
OutStaNdiNg ....coveveveeirieiee e

Paid AgenCyY CheCKS.........cccceiririeiiiiiieiinisieceereee
Payable to Claiming Agency

Payable to Counties...............

SALANY ...

SECUNLY OF ..o 8041-41.1
Signatures ReQUITEd............ceeeririneeninrceieeeiee s 8041
Uncashed or unclaimed.. 8042, 8281, 18424.1-24.7
Undelivered Salary ..........ccccovvreieniencennneeeeeeeene 8580.5
Unsigned Checks Received (Endorsement) ...........c.cce.... 8036
Unused Checks, Disposal Of ..........cccocveirinneinininenene 1750

WATER, BOTTLED.......ccctoiiiiiiieneeeeee e 3571.2, 3612

WITHDRAWALS BY CHECK ......coeoiiiiiiiciereiee 8040-48

WITNESS, COURT (See TIME OFF)

WORKERS’ COMPENSATION (See INSURANCE)

DESKTOP AND MOBILE COMPUTING
DefinitioNS......ccovviciieccc e 4989.1
Exclusions . .
Roles and_Responsibilities.............cccooueeinncinnnceenn, 4989.3
Statewide POlICY .......coovevviiiiiiiiccceee 4989-4989.

WORKING CAPITAL AND REVOLVING FUNDS........... 13400

“X—
Y-
YEAR-END ACCRUALS ......ccooovviiiinnn 8380, 8860, 10600-15
YEAR-END REPORTS......cooiiiiiiiiiiiiiiiieen, 7950 et seq.
—Z-
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